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Electronic Case Files System
User’'s M anual

Getting Started

Introduction

This manual provides instructions on how to use the Electronic Filing System to file
documents with the court, or to view and retrieve docket sheets and documents for al
cases assigned to this system. Users should have a working knowledge of word
processing, web browsers, file management and Adobe Acrobat.

Help Desk

Contact the Court’s Help Desk between the hours of 8:00 am. and 5:00 p.m.,
Monday through Friday, if you need assistance using ECF.

Toll Free Help Desk 1-866-325-4975
or 612-664-5155
OR
E-mail: ecfhelpdesk @mnd.uscourts.gov

Access to ECF Information and Resources
For up-to-date information on ECF, visit the U.S. District Court web site at:

WWw.mnd.uscourts.gov

View or download the most recent version of the User’s and
Procedural Manuals

Self-train on a web-based ECF Tutorial

Practice entering pleadings into ECF using a“training” database
that is similar to the official live ECF database

Review Frequently Asked Questions (FAQSs) page

View CM/ECF Introductory video

ECF System Capabilities

The electronic filing system allows registered participants with Internet accounts
and web browsing software to perform the following functions:

Electronically file pleadings and documents in actual (“live”) cases

View official docket sheets and documents associated with cases
View various reports for cases that were filed electronically
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Requirements
Hardware and Software Requirements

The hardware and software needed to electronically file, view and retrieve case
documents are the following:

A personal computer running a standard platform such as Windows

or Macintosh.

A PDF-compatible word processor like Macintosh or Windows-
based versions of WordPerfect or Word.

An Internet Service provider.

Netscape Navigator version 7 or Internet Explorer 6.0. Older

versions of these web browsers are also compatible with ECF.

Software, such as Adobe Acrobat Writer or pdfFactory, to convert

documents from aword processor format to portable document

format (PDF).

Adobe Acrobat Reader, which is available for free, is needed for

viewing PDF documents.

A scanner to transmit documents that are not in your word

processing system. Note: Thiswould only be used for

documentsthat cannot be produced electronically. Scanned

documentslessen the level of service we provide by slowing

down the entire system. We are moving away from the

utilization of scanned documentsinternally and are asking you

to do the same whenever possible.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query
and Report features of the ECF system. If you do not have a PACER login,
contact the PACER Service Center to establish an account. Y ou may call the
PACER Service Center at (800) 676-6856 or (210) 301-6440 for information or to
register for an account. Also, you may register for PACER online at
http://pacer.psc.uscourts.gov.
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Registering for Access to ECF

Participants will need to register with the court to receive alogin and password for
the ECF system. Registration information is available on our web site at
http://www.mnd.uscourts.gov/cmecf.

Once an account has been established, the Office of the Clerk will send your login
and password to you by regular, first-class mail or by e-mail. Note this
information must be sent directly to the attorney of record and not to support staff.

Registered users can visit atraining version of the system on the Internet at
https:.//ecf-train.mnd.uscourts.gov to practice ECF activities. We strongly
recommend that registered users practice in the “training” ECF database before
filing documentsin the “live” ECF database.

Preparation

Setting Up the Acrobat PDF Reader

Users must set up Adobe’ s Acrobat Reader software in order to view documents
that have been electronically filed on the system. All pleadings must befiled in
PDF format. When installing this product, please review and follow Adobe’s
directionsto utilize Acrobat Reader after installation.

Portable Document Format (PDF)
Only PDF (Portable Document Format) documents may be filed with the court
using the ECF system. Before sending the file to the court, users should preview
the PDF formatted document to ensure that it appearsin its entirety and in the
proper format.
How to View a PDF File
Start the Adobe Acrobat program.
Go to the File menu and choose Open.
Click on the location and file name of the document to be viewed.
If the designated location is correct, and the fileisin PDF format,

Adobe Acrobat Exchange loads the file and displays it on the
screen.
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If the displayed document is larger than the screen or consists of
multiple pages, use the scroll bars to move through the document.

Click on the View menu for other options for viewing the displayed
document. Choose the option that is most appropriate for the
document.

How to Convert Documents to PDF Format

Y ou must convert all of your documents to PDF format before submitting them to
the Court’s Electronic Case Filing (ECF) system. The conversion process
requires special software such as Adobe Acrobat Writer or FinePrint pdfFactory.
WordPerfect versions 9 and 10 have Acrobat Writer built-in and can also be used
to convert documents to PDF. The District Court of MN does not care what
software is used to convert the file. Other options besides Adobe Acrobat include
using the features already available within your word processing software, or any
of the following:

BCL easy PDF 3.1

eDocPrinter PDF Pro 5.58

eXPert PDF Pritner 2.0

FinePrint pdf Factory PRO 1.57

Jaws PDF Creater 3.0

LeadTools ePrint 3.0

1-Step RoboPDF 3.0 beta

pdf995 and pdfEdit 995

PDF-XChange 2.5

PowerPDF 2.0

602Pro Print Pack 2002

Win2PDF Pro

Using any word processing program convert the file to PDF by:
Installing Acrobat Writer, FinePrint pdf Factory, or any other
software with the capability of converting documentsto PDF on
your computer.

Open the document to be converted.
Select the [Print ] option (generally found in the File menu) and in
the dialog box select the option to change the current printer. A

drop down menu with alist of printer choicesis displayed.

Select Adobe PDFWriter or FinePrint pdfFactory*
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Savein | ‘3 Attomey E @J EFJ

E civiloowversheet PDF ﬂ rezponse in oppozition. POF
'E carmplaint POF 'E summary judagrient. PFOF
'@ ECF Matual with criminal. POF

ﬂ flyer. pdf

'@ order on rmation. PDF
'E order rerfering mation. POF
'@ randr. FDOF

File name: IEEF b anual with criminal 2. PDF Save |
Save as lype: IF'DF files [*.PDF] j Cancel |

Edit Diocurnent Infa. [ “iew PDF File

“Print” the file. The file should not actually print out; instead the
option to save the file as a PDF format file appears.

Make a note of the file location so you can find the document |ater
when you are ready to upload it. Change the location if necessary
by clicking in the “Savein” area of the window.

Name thefile, giving it the extension “.PDF’ and click the [Save]

button.

Depending on the word processing program being used, it may be necessary to find the
printer selection option elsewhere. At that point, change the printer to Adobe
PDFWriter, and follow the directions above.

*You must have either Adobe Acrobat Writer or FinePrint pdfFactory installed on your
computer to see these choices listed.
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Basics
User Interactions
There are three general types of user interactions allowed by the system:
Entering information in datafields.
Using command buttons to direct system activities.

Mouse-clicking on hyperlinks.

Conventions used in this Manual:

Datato be entered by the user is shown enclosed in angle brackets: <data
to be entered>.

Command buttons are represented in this manual in [bracketed boldface
type].

Hyperlinks are represented in underlined boldface type.
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Documents Filed In Error

A document incorrectly filed in a case may result from a) posting the wrong PDF
file to adocket entry; b) selecting the wrong document type from the menu; or c)
entering the wrong case number and not discovering the error before completing

the transaction.

Generdly, the U.S. District Court of Minnesotawill be leaving incorrectly filed
documents, in the correct case, on the ECF system. If the document wasfiled in
the incorrect case and needs to be moved to the correct case, please use the phone
number below to request a correction:

Toll Free Help Desk 1-866-325-4975

Please make the call as soon as possible after an error is discovered. You will
need to provide the case and document numbers for the document requiring
correction. If appropriate, the court will make an entry indicating that the
document wasfiled in error. Y ou will be advised if you need to re-file the
document. The ECF system does not permit you to change the misfiled
document(s) or incorrect docket entry after the transaction has been accepted.

User’'s Manual

Y ou can download or view the most recent version of the ECF User’s Manual (in
PDF format) from the District Court’ s web page. Enter
http://www.mnd.uscourts.gov , when the court’ s web page opens, click on the
Electronic Case Filing hyperlink. Another helpful document to download is the
ECF Procedures Guide. Having the latest copies of both of these documents on
hand for reference will increase your success when e-filing in the ECF system.
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A Step-By-Step Guide
Below is a step-by-step guide for accessing the ECF system, preparing a document for
filing, filing amotion or application, and displaying a docket sheet. We suggest that you
go through the steps on the training database before trying to actually file a document.
How to Access the System

Users can get into the system viathe Internet by going to

https://ecf.mnd.uscourts.gov

Or, you may go to the District of Minnesota s Web site at www.mnd.uscourts.gov
and click on the Electronic Case Filing hyperlink.

Click on Live ECF L ink to open the login screen and login to ECF.

Users can access the Training Database by going to

https://ecf-train.mnd.uscour ts.gov
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Logging In
The next screen isthe login screen.

ECF/PACER Login |

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is
prohibited and subject to prosecution under Title 15 of the U.S. Code. All activities and
access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing capabilities. fyou do not need
filing capahbilities, enter your PACER login and password. f you do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
online at hitp Apacer psc uscourts.gov or call the PACER Senvice Center at (800 676-
6856 or (210) 301-6440,

Anaccess fee of § 07 per page, as approved by the Judicial Conference of the United
States atits September 19968 session, will be assessed for access to this senvice. Al
inquiries will be charged to your PACER account. Fyou do not need filing capabilities,
enter your PACER login and password. The Client code s provided to the PACER
user as a means of tracking transactions by client. This code can be up to thirty two
alphanumeric characters long.

CM/ECF Account Agreement (This agreement applies only to ECF logins and
passwords - it does not apply to PACER logins)

By accessing this system using an ECF login and passward, the registerad user (i)
consents to receipt of the electronic notification via e-mail as serice of pleadings and
other papers (pursuantto Fed. B, Civ. P. %) and of orders and judgments (pursuant to
Fed R Civ. P 77(d)) and (i) acknowledges that documents filed by opposing
counsel will be considered served upon the registered user for purposes of Fed R,
Civ. P.5ifthey are delivered through ECF.

The Court has the right to add or remove conditions to this agreemant. Any changes
will be clearly posted on this login page.

Authentication

Lagin: |

Password: |

client code: |

Login I Eﬂ]

Enter your ECF Login and Password in the appropriate data entry fields. All ECF
login names and passwords are case sensitive.
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Note: Useyour ECF login and password if you are entering the system to filea
pleading or to maintain your account. If you only wish to enter ECF to
guery the database for case information or to view a document, enter your
PACER login and password. Y ou will be charged afee to view ECF case
dockets and documents using your PACER login. Use the client code
field if you are using PACER to view documents/docket sheets and you
wish to organize your monthly bill using client codes. Do not use this field
when logging into the ECF system as thiswill prohibit you from
successfully logging in.

Verify that you have entered your ECF login and password correctly. If not, click
on the [Clear] button to erase the Login and Password entries and re-enter the
correct information. After you enter the correct login and password information,
click on the [L ogin] button to transmit your user information to the ECF system.

$ If the ECF system does not recognize your login and password, it will
display the following error message on a new screen.

Login failed either your login name or key isincorrect

$ Click on the [Back] button in your browser and re-enter your correct login
and password.
$ If you cannot access the ECF system using your assigned login and

password, please call the helpdesk at 1-866-325-4975

Once the Main M enu appears, choose from alist of hyperlinked options on the top bar.
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Note: The date you last logged into the system appears at the bottom left corner of this
screen.
reasons. If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please telephone the court’s
Help Desk as soon as possible.

Y ou should review this information each time you login for security

Selecting ECF Features

ECF provides the following features that are accessible from the Blue menu bar at the top
of the opening screen.

Civil-
Criminal-

Query-

Reports-
Utilities-

L ogout-

Select Civil to electronically file all civil case pleadings, motions, and
other court documents.

Select Criminal to electronically fileall criminal case pleadings, motions,
and other court documents.

Query ECF by specific case number, party name, or nature of suit to
retrieve documents that are relevant to the case. Y ou must login to
PACER before you can query ECF.

Choose Reportsto retrieve docket sheets and cases-filed reports. You
must login to PACER before you can view an ECF report.

View your persona ECF transaction log and maintain persona ECF
account information in the Utilities area of ECF.

Allowsyou to exit from ECF and prevents further filing with your
password until the next time you log in. Only one user can be logged in
using the same login/password at once.
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Civil Events Feature

Registered filers will use the Civil feature of ECF to electronically self-file and docket with the
Court avariety of pleadings and other documents for civil cases. Seethe list of ECF documents
at the back of thismanual. This section of the manual describes the basic steps that you need to
take in order to file a single motion with the Court. The process is consistent regardless of the
event.

General Rules and Manipulations
Manipulating the screens
Each screen has the following two buttons:

M clears all characters entered in the box(es) on that screen.

i | or248mit | ~ccepts the entry just made and displays the

next entry screen, if any.

Correcting a mistake:

Use the [Back] button on the browser toolbar to go back and correct an entry
made on a previous screen. However, once the document is transmitted to the
court, only the court can make changes or corrections.

Signatures; Affidavits of Service

Documents, which must contain original signatures or require either verification
or an unsworn declaration under any rule or statute, shall be filed electronically
with originally executed copies maintained by the filer. The pleadings or other
documents electronically filed shall indicate a signature, e.g., “ /Jane Doe.”

In the case of astipulation or other document to be signed by two or more
persons, the following procedure applies:

(a) Thefiling party or attorney shall initially confirm that the content of the
document is acceptable to al persons required to sign the document and
shall obtain the physical signatures of all parties on the document.

(b) Thefiling party or attorney then shall file the document electronically,
indicating the signatories, e.g., “s/Jane Doe,” “s/John Doe,” etc.

(c) Thefiling party or attorney shall retain the hard copy of the document
containing the original signatures after the case ends, at least until the time
for al appeals has expired.

(d) A non-filing signatory or party who disputes the authenticity of an
electronically filed document containing multiple signatures or the
authenticity of the signatures themselves must file an objection to the
document within eleven days of receiving the Notice of Electronic Filing.
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Filing a New Civil Case (e.g., Complaint, Removal)
The Court will accept complaints sent by e-mail, sent by U. S. Mail, or delivered in
person to the clerk’s office.

E-Mail

If you e-mail your initiating documents you must send the PDF versions of the complaint
and civil cover sheet and indicate the payment option you wish to use for thefiling fee. If
you are applying for |FP status, this document may also be submitted in PDF and
included in the e-mail to following address. newcases@mnd.uscour ts.gov

Delivered in Person

If you wish to deliver your documents in person to the clerk’ s office you may bring the
civil cover sheet (JS-44) and the complaint, which lists the case party information, and a
check, money order or credit card in the amount of $250.00. The court will accept the
documents in paper format (which will be scanned by the clerk’ s office) or on disk/CD
ROM.

Mailing Documents

Mailing the initiating documents will not be any different from the standard procedures
the court currently hasin place for handling initiating documents. Please send your civil
coversheet, complaint and form of payment (or an IFP application) and the clerk’s office
will initiate the case.

Summonses
a The clerk’s office will receive summonses to be issued sent by e-mail, sent
by United States mail, or delivered in person to the clerk’s office.
b. E-mail summonses may be sent to the e-mail addresses listed above along

with the initiating case documents.

C. A party may not electronically serve a summons, but instead must effect
service according to the Federal Rule of Civil Procedure 4.

d. Summons forms can be found on the Court’ s external website.
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Filing Documents for Civil Cases
There are eight basic steps involved in filing a document:

1) Select the type of document to file (see Attorney Event Menu).

2) Enter the case number in which the document isto be filed.

3) Designate the party(s) filing the document.

4) Specify the PDF file name and location for the document to be filed.
5) Add attachments, if any, to the document being filed.

6) Modify docket text as necessary.

7) Submit the pleading to ECF.

8) Receive notification of electronic filing.

After successfully logging into ECF, follow these steps to file your document.

Criinwin al + Query + R eprbs . Uil e=s B Locpousk ?

Filing an Answer in a Civil Cases
1. Select the type of document to file

Select Civil_ from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying all of the events from which you may choose for your filing.
This section of the User's Manual describes the process for filing an Answer in ECF.
The processis similar for filing other pleadingsin ECF.

Click on Answer sto Complaints, under Initial Pleadings and Service

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer

Back|

prompts that you entered an invalid case number, click on to re-enter.

Mext

When the case number is correct, click on

If multiple case numbers match with the one typed, another window appears
asking which case you wish to make the filing in.

In most screens a case number verification window appears. Thiswindow is
another opportunity for the filer to be reassured they are filing in the correct case.
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3. Designate the party(s) filing the document

Answers to Complaints

0:01 w0020 Osterbers v. Parleer

select the filer.
Select the Party:

| Osterbern, \Wendy [Flaintiff]
(FParker. John [Defendant]

Add/Create New Party

Pl et ' Clear |

Highlight the name of the party or parties for whom you are filing the motion. If you
represent all defendantsor all plaintiffsyou may select the entire group by holding down
the control key while pointing and clicking on each party of the group

After highlighting the parties to the motion, click on the [Next] button.

Note: If your party does not appear, see the section of this manual titled Add/Create
New Party.

4. The Attorney/Party Associations Window
If thisisthe first time the attorney isfiling in the case, an association window will
appear. The purpose of the window isto create an association between the
attorney and the party. Check the box if indeed the attorney and party should be
connected in ECF. Click the [Next] button.

Answers to Complaints

0.07-cy-00020-adm-ajb Osterberg v, Parker

[The followang attorney/party aszociations do not exmst for this case.
[Please check which associations should be created for this case:

™ John Parker (pty:dff) represented by Adrenne Meyers (aty) [ Lead W IMotice

M Clear I
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5. Specify the PDF file name and location for the document to be filed.

Answers to Complaints
E.03cy00029 Johnson v, Hudleston

Include Date # Doclet Text

| | 10/20/2003 1 COMPLATINT against Zarah Hudleston (Filing fee § 150 | filed by Laura
Johnzon. (Attachments: # (1) Crl Cower Sheet)hcIlab, Bil)

welect the pdf document (for example: CA19%cw201-21 pdb).

Filename

I Browse.. |

Attachments to Document: ® o © Yes

[ et Clear

ECF displays awindow for linking the answer to the complaint and afield for locating
and entering the PDF file of the document you are filing in ECF.

= Usingtheleft mouse button, click inside the I nclude checkbox to link the answer
being filed to the complaint in the file.

Note: It isimperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unable to retrieve and read your document from within ECF.

= Next, you must also link the PDF document to the filing. Click onthe [Browsg]
button. ECF opens the following screen.
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Look jn: Im Desktop _:! %‘I ;F_l

E by Computer [ farms

‘f} by Documents Cldec

'_!ﬂ M etwork, Meighborbiood CMarch 10

|1 Calendar 1 materials from others

A computer securty | Org-6 Manual

1 davis [ pam

|1 Flawcharts fram MD [ site wisit

KN i

File name: I Open |
Files of twpe: i,-’.'-.ll Files [*.%) _vi Cancel I
o

Navigate to the appropriate directory and file name to select the PDF
document you wish to file.

= Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click onthe highlighted file name to open aquick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. Y ou should view it to verify that it isthe correct

document.
File Upload
Laok jn: | ‘=3 PDF Files =l
' 00cy1 01 mation s

Select

Prirt I !

g AddtoZip
= Onceyou have verified the document is correct, close Adobe Acrobat and
click on the [Open] button. ECF closes the File Upload screen and inserts the
PDF file name and location in the Answersto Complaints screen.

= |f there are no attachments to the answer, click on [Next].

= |f you have Attachments to your answer, you will select [Yes] on the screen
depicted above. Click on [Next] and proceed to the first step in Section 6,
“ Adding Attachmentsto Documents Being Filed” .

In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error message after you click on the [Next] button.
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Answers to Complaints
0:01cw00020 Osterberg v, Parker

EEECE: Document 15 not a well-formed PDF document (tho further mformation 15 avalable).

Back |

ECF will not permit you to select afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Answers to Complaints
screen. Select and highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecf-train.ned.uscourtzs.gov - [Java5cnpt Apphcation]

If you click [OK] from the screen depicted above ECF will return you to the

Answers to Complaints screen.  You cannot proceed without attaching a PDF
document.

6. Add attachments to documents being filed

If you acknowledged the need to attach documents to your answer during the previous
step, anew Attachment screen appears.

Answers to Complaints
0:03¢cv00001 Wedner v, Osterberd

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappends: pdf).

Filename

I Browse... |

2) At your option, select a document type andior enter a description.
Type Description

! )|

3) Add the filename to the list box below. If you have more attachments, go back to

Acld to List
Remawve from List l
Next |
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Click on [Browsg] to search for the document file name of the attachment.

Next to thefield for attachment Type, click on the arrow and ECF opens apulldown
screen. Highlight the type of attachment from the displayed selection.

To describe the attachment more fully, click inthe Description box and typeaclear
and concise description of the attachment.

Click on[Add to List].

ECF adds the selected document as an attachment to the pleading. A new Answers
to Complaints screen opensto display thefile name of the newly attached document.

Repeat the sequence for each additional attachment.
After adding al of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 2MB (2,000 KB or similar 100 pages of plain typed text) in
size, may be submitted in paper format. Filers should submit a request to the District
Court for review of paper filings. Look to the ECF procedural guide for more details
on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

CM/ECF User’'s Manual (June 1, 2004) 22 Minnesota District Court




7. Counterclaim, Cross-Claim or Third-Party Complaint?

If the answer you are filing has a counterclaim, cross-claim, or third-party complaint,
you must select the checkbox before the appropriate option.

Answers to Complaints
0:01-cv-00020-adm-ajb Osterberg v, Parker

™ Dees ths filing nclude a counterclaim 7 (If ves, chick on the bozx)
™ Does this filing include a cross-claim 7 (If ves, click on the box)
™ Does this filing nclude a third-party complant? (If ves, clhick on the box)

Ne:-:t' Clear |

8. (Optional) Third Party, Cross-Claim or Counterclaim Additional
Information
If in the previous window athird party, cross-claim or counterclaim was selected you
must choose the party for whom this new filing isagainst. If it isa party that already
is associated with the case, select the party from the list provided, if not, click on the
Add/Create Party hyperlink.
Below are some searching tips:

Searches are not case sensitive.

Asterisks are not necessary when searching for partial names.

Searches can only be performed by last name or business name.

The party database is quite extensive. Please try searching the database several
times before adding a new party.

Names of cities, counties, state agencies and etc. may belisted as “St. Paul,
City of.”

Business names and other party names may contain abbreviations.

If multiple matches are found, please click on the “select name from list”
button to see additional information

regarding the party. s o Comptars
If adding a party, do not add address i

information unless the party is pro se. AR
Use the party text to clarify the party name. S |
eg. A Minnesota Corporation. £ linc

Once the additional party isadded and selected, | =
click on the [Next]. button.
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9. Jury Demand

The window appears showing the current jury demand status of the case. Type “y” for
yesand “n” if thereisnot ajury demand . Click on the [Next] button.

Answers to Complaints
0:01-cy-00020-adm-ajb Osterberg v. Parker

Does this Answer include a jury demand YT ?1

Nextl Clear |

10. Modify docket text

Answers to Complaints
£.03cv00029 Johnson v, Hudleston

Docket Text: Modify as Appropriate.

| ANSWER to Complaint with Jury Demand | I |
THIRD PARTY COMPLAINT i against ABC Electronics by Sarah Hudleston .
(Attorneyl0, )

M Clear |

Click in the open text area to type additional text for the description of the pleading. Use
the drop-down boxes to assist in the clarifying text. This window may contain various

boxes depending if a cross-claim, counterclaim or third-party claim was selected
previoudly. Click on the [Next] button.

11. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a
previous screen, click the [Back] button on the web browser toolbar to find the screen
you wish to alter. Click on the [Next] button to file and docket the pleading.
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Docket Text: Final Text

Sarah Hudleston.{Attorney10, )

modify this transaction if you continue.

ml Clear |

ANSWER to Complaint with Jury Demand, First THIRD PARTY COMPLAINT against ABC Electronics by

Attention!! Pressing the WEXT hutton on this screen commits this transaction. You will have no further opportunity to

previous screens by:

Sscreen.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. Y ou will have
no further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired

12. Notice of Electronic Filing

ke of Blectrodx Fing

e ame: Jobreon v Hudesen
" ane Nismher B2

E:: Sarah Bdleivn
uiain Famber T

ockes Text:

[The ol oo A ooumi et e wszonciared oo this borsacien

i eommnial di snnipion B Dhocomen:

gl [Ernamens

[Eleciranis donypend Bage

STAMP deecffarp_[0=1121 5216 [Date=3/L320H] [Fiebmter="300-0]
TP ol LM 6 Ta000E e e R nch M o R Tickec B4RAR
it e e S Sk bl (M B T e 11500

i: (0519 Nthoa il b i tramially i ta:

Uityreg dadere. Frichee Weppn@ond imoar goe,

Premey]ll  mod_micn ]| O@imd oecoriz gov

(-1 [nbirw will mat b e tromr ally muded 3

[T foll g brassnsieon Wl ntesesd oo LILAE004 af 3 16 AL CET asd Bled e 3152004

U SWER. b Clormphamt wth Jary Deman, Pt THIBD PARTY COMPLATHT agaent AR Electroncs by Sarah Hediesen (ttorey]( ]

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your

document. Y ou should note this number on the document’ s PDF file.

Select [Print] on the web browser toolbar to print the document receipt.

Select [Eile] on the web browser menu bar, and choose Save As...from the
drop-down window to save the receipt to a file on the hard drive of your
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computer.

Note: The Notice of Electronic Filingisyour confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-
drive, print it, and retain a hard copy in your personal files.

ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report aso displays the names and addresses of
individuals who will not be electronically notified of the filing.

Note: Itisthefiler’sresponsibility to serve hard copies of the pleading and
the Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.
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E-Mail Notification of Filed Documents

After apleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
one "free look” at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. Thefiler is permitted one free
look at the document to verify that the pleading was properly docketed. Pursuant to
guidelines set by the Administrative Office of the U.S. Courts, the free ook is only
available for 15 days from the date of the filing. The Court strongly urges you to copy
the Notice of Electronic Filing and pleading documents to your hard-drive for future
access. Subsequent retrieval of the case docket sheet and pleading from ECF must be
made through your PACER account and is subject to regular PACER fees.

Certificate of Service

A Certificate of Serviceisrequired to be filed either at the time of the filing in ECF
and attached as a PDF attachment (an example is attached to the back of this manual)
or as aseparate filing in the Service of Process hyperlink located beneath the I nitial
Pleadings and Service menu option.
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Filing a Motion in Civil Cases
1. Select the type of document to file

Select Civil_ from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying all of the events from which you may choose for your filing.
This section of the User's Manual describes the process for filing aMotion in ECF.
The processis similar for filing other pleadingsin ECF.

Click on Motions, under Motions and Related Filings

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer

Back|

prompts that you entered an invalid case number, click on to re-enter.

When the case number is correct, click on i .

If multiple case numbers match with the one typed, another window appears
asking which case you wish to make the filing in.

In most screens a case number verification window appears. Thiswindow is
another opportunity for the filer to be reassured they are filing in the correct case.
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3. Select the type of Motion being filed.

From the drop-down list, choose the type of motion being filed. Multiple motions can
be selected using the control key. Once highlighted, click on [Next].

4. Designate the party(s) filing the document

IMotions
B 03cwD0029 Jdohnson v, Hudleston

Select the filer.

select the Party:

ABC Electranics, [ThirdParty Defendant] AddiCreate MNew Party
Hudleston, Sarah [Detendant]

Hudleston, Sarah [ThirdParty Flaintiff]
Jdahnsgon, Laura [Flaintiff]

[exd | Clear i

Highlight the name of the party or parties for whom you are filing the motion. If you
represent al defendantsor all plaintiffsyou may select the entire group by holding down
the control key while pointing and clicking on each party of the group

After highlighting the parties to the motion, click on the [Next] button.

Note: If your party does not appear, see the section of this manual titled Add/Create
New Party.
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5. Specify the PDF file name and location for the document to be filed.

IMntions
£:.03cy00029 Johnson v. Hudleston

=elect the pdf document (for example: CA19%w501-21 pdf).

Filename

| Browse... |

Attachments to Document: & Mo ¢ Yes

Mlexd | Clear |

Note: It isimperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unableto retrieve and read your document from within ECF.

= You must link the PDF document to the filing. Click on the [Browse] button.
ECF opens the following screen.

Laak in; Im Deskiop ;I %I I |‘j€I I
E by Computer (1 forms
’i} by Documents Cldte
'_!ﬂ Metwork, Meighborhood CIMarch 10
|1 Calendar (1 materials fram athers
| computer securty 3 Org-6 kanual
1 dawis 3 pam
|1 Flowcharts fram MD [ site wisit
ol | I
File name: I Dpen |
Files of type: I,-’.'-.II Files [*.%) ;i Cancel I
A
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= Navigate to the appropriate directory and file name to select the PDF
document you wish to file.

= Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click onthe highlighted file nameto open aquick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. Y ou should view it to verify that it isthe correct
document.

File Upload

Laok jn: | =3l PDF Files =

Ei 001 01 ration

Select

Prirt ’ !

gfl Addlo Zip

Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closes the File Upload screen and inserts the PDF file
name and location in the M otions screen.

If there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 7, “ M odifying Docket Text,” to proceed with your
filing.

If you have Attachmentsto your answer, you will select [ Y es] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 6, “Adding
Attachmentsto Documents Being Filed”.

In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error m&ssa?e after you click on the [Next] button.

Motions /
0:02cy00001 Wegner v, Osterberg

EEF.OFE.: Document 18 not a well-formed PDF document (no firther information 12 avatlable).

Back |

ECF will not permit you to select afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the M otions screen. Select and
highlight the PDF file of your pleading and proceed as before.
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Failureto Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecf-train.ned.uscourtzs.gov - [Java5cnpt Apphcation]

If you click [OK] from the screen depicted above ECF will return you to the M otions
screen. Y ou cannot proceed without attaching a PDF document.

6. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, anew Attachment screen appears.

Motions
0:03cvw00001 Wedgner v, Osterberd

Select one or more attachments.
1) Enter the pdf document that containg attachment (for example: Clappendisz pdf).
Filename

IK:\HDme\MTRﬁ-\IM WAttorney Trainingiansw  Browse... |

By At yvour option, select a document type andfor enter a description.

Type Description

| Afficlanvit B

B Add the filename to the kst box below. If you have more attachments, go back to St

Add to List |

Rernowe from List |

Click on [Browsg] to search for the document file name of the attachment.

Next to thefield for attachment Type, click on the arrow and ECF opens apulldown
screen. Highlight the type of attachment from the displayed selection.

To describe the attachment more fully, click inthe Description box and type aclear
and concise description of the attachment.

Click on[Add to List].
ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly attached document.
Repeat the sequence for each additional attachment.
CM/ECF User’'s Manual (June 1, 2004) 32 Minnesota District Court




After adding all of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 2MB in size, may be submitted in paper format. Filers should
submit arequest to the District Court for review of paper filings. Look to the ECF
procedural guide for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.
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7. Modify docket text

Motions
6:03cv00029 Johnson v. Hudleston

Docket Text: Modify as Appropriate.

| | MOTION to Corapel | | MOTION to Continue
l hy Sarah Hudleston . (Attomeyl0, )

Click in the open text areato type additional text for the description of the pleading. Use
the drop-down boxesto assist in the clarifying text. Click on the [Next] button.

8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a
previous screen, click the [Back] button on the web browser toolbar to find the screen
you wish to alter. Click on the [Next] button to file and docket the pleading.

Motions
£:03cv00029 Johnson v, Hudleston

Docket Text: Final Text
MOTION to Compel Evidence, MOTION to Continue by Sarah Hudleston. (Attorney10, )

Attention!! Pressing the NEXT button on this screen commits this transaction. ¥ou will have no further opportunity to
modify this transaction if you continue.

M Clear |

Note: The screen depicted above contains the following warning.
Pressing the NEXT button on this screen commitsthistransaction. Y ou will have
no further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to
previous screens by:

clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired
screen.
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9. Notice of Electronic Filing

5. Distyict Comrs
Dristries of Ainnesota
Hatice of Electrome Fling

[he Eolleasng transacton was sntersd on 371702004 ot 1153 FM C5T and fil=d cn 31172004

Case Mammwe; Ostecberg + Pardcer
Cage Nummher: 0:01-cu-20
Hilars: Johe Padear

Document Mumber: &

Mocket Text:
WMEITIDH to Compel evidence by Jobn Parker. (admin, ]

[he Ezllcwing document(s) are asscrcisted with this bansachen

Proeurment degeription: Wz Document

Driginal filename: 'z

Flectronic dooument Stamp:

FTAME deecfStamy_T0=103121321% [Drate=3117f2004] [Filelhamber=T4704-0]
ok 19050 R S8k ed 3500 d3 1 e B 300230 5 10 ek 1 be B 1 EaT o b P abae 1o dial 124
BS0E0fbAd aafie 244 58 Ta ] A2 T2 baF 420922 16k 520046 Sab0 Sede 146]]

0] cv- 200 Wotice will be electronically mailed to:

hterney ] mnd tremi@mad uscourts gor, ecfatormey 1 5000@yahe o, com

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It aso displays
the date and time of your transaction and the number that was assigned to your
document. Y ou should note this number on the document’ s PDF file.

Select [Print] on the web browser toolbar to print the document receipt.

Select [Eile] on the web browser menu bar, and choose Save As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: TheNotice of Electronic Filingisyour confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-
drive, print it, and retain a hard copy in your personal files.

ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report aso displays the names and addresses of
individuals who will not be electronically notified of the filing.

Note: Itisthefiler’sresponsibility to serve hard copies of the pleading and
the Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.
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E-Mail Notification of Filed Documents

After apleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
one "free look” at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. Thefiler is permitted one free
look at the document to verify that the pleading was properly docketed. Pursuant to
guidelines set by the Administrative Office of the U.S. Courts, the free ook is only
available for 15 days from the date of thefiling. The Court strongly urges you to copy
the Notice of Electronic Filing and pleading documents to your hard-drive for future
access. Subsequent retrieval of the case docket sheet and pleading from ECF must be
made through your PACER account and is subject to regular PACER fees.

Certificate of Service

A Certificate of Serviceisrequired to be filed either at the time of the filing in ECF
and attached as a PDF attachment (an example is attached to the back of this manual)
or as aseparate filing in the Ser vice of Process hyperlink located beneath the I nitial
Pleadings and Service menu option.
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Filing a Notice of Motion
1. Select the type of document to file

Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying al of the events from which you may choose for your filing.
This section of the User's Manual describes the process for filing a Notice of Motion
in ECF. The processissimilar for filing other pleadings in ECF.

Click on Notices, under Other Filings

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer

Back|

prompts that you entered an invalid case number, click on to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears
asking which case you wish to make the filing in.

In most screens a case number verification window appears. Thiswindow is
another opportunity for the filer to be reassured they are filing in the correct case.

3. Select the sub-type of notice being filed.
From the drop-down list, choose Notice of Motion Hearing. Click on [Next].

4. Specify the PDF file name and location for the document to be filed.

hotices

Salect the plll decument For example: UL #9301 -2] pdf)
Filenasse

| _Browsa. |

vrachments to Deosmest: & 1o © Yes

| et |

Note: It isimperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unableto retrieve and read your document from within ECF.
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= Next, you must also link the PDF document to the filing. Click onthe [Browsg]
button. ECF opens the following screen.

oose file 2] x|
Look jn: Im Dresktop ;I %I I ﬁi I
E by Computer [ farms
T‘_’_ﬁ by Documents Cldec
'_!ﬂ M etwork, Meighborbiood CMarch 10
|1 Calendar 1 materials from others
A computer securty | Org-6 Manual
1 davis [ pam
|1 Flowacharts From kD 1 site wisit
o | 2l
File narme: | Dpen |
Files of twpe: l,-’.'-.ll Files [*.%) _vi Cancel I
i

Navigate to the appropriate directory and file name to select the PDF
document you wish to file.

= Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click onthe highlighted file name to open aquick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. Y ou should view it to verify that it isthe correct
document.
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File Upload

Laok jn: | =3l PDF Files =

Ei 001 01 ration

Select

Prirt ’ !

gfl Addlo Zip

Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closes the File Upload screen and inserts the PDF file
name and location in the Notices screen.

If there are no attachments to the notice, click on [Next]. A new Notices window
opens. Go to Section 6, “Motion Reminder,” to proceed with your filing.

If you have Attachments to your answer, you will select [Y es] on the screen
depicted above. Click on [Next] and proceed to the first step in Section 5,
“ Adding Attachmentsto Documents Being Filed” .

In the event you selected and highlighted afile that is not in PDF format, ECF
will display the following error message after you click on the [Next] button.

iNntices E/
00 1cyQ0020 Osterberg v, Parker

EEEOE: Document 15 not a well-formed PDF document (ne further mformation 15 avalable).

Back |

ECF will not permit you to select afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Notices screen. Select and
highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecf-train.ned.uscourtzs.gov - [Java5cnpt Apphcation]
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If you click [OK] from the screen depicted above ECF will return you to the Notices
screen. Y ou cannot proceed without attaching a PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your notice during the previous
step, anew Attachment screen appears.

INotices
0:01ey00020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contams attachment (for example: Clappends pdf).
Filename

I Browse.. |

27 At wour ophion, select a document type andfor enter a descnphion,

Type Daescription
I [

3 Add the filename to the st box below. Ifvou have more attachments, go back to
Acddd to List
Remouwe fram List |

[ Nex |

Click on [Browsg] to search for the document file name of the attachment.

Next to thefield for attachment Type, click on the arrow and ECF opens apulldown
screen. Highlight the type of attachment from the displayed selection.

To describe the attachment more fully, click inthe Description box and type aclear
and concise description of the attachment.

Click on[Add to List].

ECF adds the selected document as an attachment to the pleading. A new Notices

screen opens to display the file name of the newly attached document.

Repeat the sequence for each additional attachment.

After adding all of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 2MB in size, may be submitted in paper format. Filers should
submit arequest to the District Court for review of paper filings. Look in the ECF
procedural guide for more details on this procedure.
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Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

6. Motion Reminder

A window appears reminding the filer that the motion must be filed before the notice.

If the motion has been filed, click on [Next]. If the motion has not been filed, abort this
transaction and file the motion.

INutices
E:03cv00029 Johnson v. Hudleston

Docket your motion before continuing.
Enter the deadline information, then select the appropriate motion(s).

MlExd | Clear i

7. Motion Hearing Date/Time

Use this window to select the date/time and location of the motion hearing. Dates should
betyped using a*“ / “ separator. Click on [Next].

[Notices
B:03¢cv00029 Johnson v, Hudleston

Motion Hearing
Diate | Time | C AWM C PM
Lou:ationl _'J Tudge annthmery, Ann D, (pre) j

\Select dacket entries which are to be assaciaied with the above schedulais).

Filing Date 4 Docket Text

Select another deadline of this type

M Clearl

8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a
previous screen, click the [Back] button on the web browser toolbar to find the screen
you wish to alter. Click on the [Next] button to file and docket the pleading.
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Notices
B:.03¢v00029 Johnson v, Hudleston

Docket Text: Final Text

NOTICE of Hearing on Motion Motion Hearing set for 3/31/2004 09:00 AM in Minneapolis - Courtroom
14W before Ann D. Montgomery. (Attorney10, )

Attention!! Pressing the MEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

M Clear |

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. Y ou will have
no further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired
screen.

9. Notice of Electronic Filing

1.5, Thstrict Comrt
TDristrict of Minsesata
Hetwce of Electronic Filng

[t Exlovwmng transachon war entered on AITR2004 af 11:53 P C2T and fled on 31172004

[ase [asna: Oaterhenz v Parbcer
[ase Musnher: Q0] ce- 20

Fillex:

P ormssent Member 9

Packet Text:

MOTICE of Hearing on Iotion [2] MOTICH to Ceagoel: Motion Hearng set By 47102004 0200 AN in
Bovlan (sdoven, ]

[ EsRownng document(a) are associped wih te radeanen

Fecmment desmiptioneian D orumend

Priginad filowame:n'a

Fheetrande doewsnee Sramg:

ETAME desctiimp_ID=1051215216 [Date=3r1T2004] [FileHurkar=T4T07-0]
e 58 1B IATRTAREA 1 370 e T Toal Iodc T Ve LEE0 6o 7 52 T gkt TE2D
A an] détfhl 1 T BhcaB 16 3db 8 Acfh e 25 defc hBanfi 24 hib 1ebo 4 35]]

1] -cw-20 Notice will be electoaically madad tn:

PR Y L Y e Ly v, S

] Eroses

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. Y ou should note this number on the document’ s PDF file.
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Select [Print] on the web browser toolbar to print the document receipt.

Select [File] on the web browser menu bar, and choose Save As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filingisyour confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-
drive, print it, and retain a hard copy in your personal files.

ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report aso displays the names and addresses of
individuals who will not be electronically notified of the filing.

Note: Itisthefiler’sresponsibility to serve hard copies of the pleading and
the Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.

E-Mail Notification of Filed Documents

After apleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
one "free look” at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. Thefiler is permitted one free
look at the document to verify that the pleading was properly docketed. Pursuant to
guidelines set by the Administrative Office of the U.S. Courts, the free ook is only
available for 15 days from the date of the filing. The Court strongly urges you to copy
the Notice of Electronic Filing and pleading documents to your hard-drive for future
access. Subsequent retrieval of the case docket sheet and pleading from ECF must be
made through your PACER account and is subject to regular PACER fees.

Certificate of Service

A Certificate of Serviceisrequired to be filed either at the time of the filing in ECF
and attached as a PDF attachment (an example is attached to the back of this manual)
or as aseparate filing in the Service of Process hyperlink located beneath the I nitial
Pleadings and Service menu option.
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Filing a Memorandum in Support of a Motion in Civil Cases
1. Select the type of document to file

Select Civil_ from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying al of the events from which you may choose for your filing.
This section of the User's Manual describes the process for filing aMemorandum in
Support of aMotion in ECF. The processis similar for filing other pleadingsin
ECF.

Click on Supporting Documents and Responses, under M otions and Related
Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer

Back|

prompts that you entered an invalid case number, click on to re-enter.

When the case number is correct, click on i .

If multiple case numbers match with the one typed, another window appears
asking which case you wish to make the filing in.

In most screens a case number verification window appears. Thiswindow is
another opportunity for the filer to be reassured they are filing in the correct case.
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3. Select the type of Other Filing being filed.

From the drop-down list, choose memorandum in support of a motion. Click on
[Next].

4. Selecting the Filer

Use the mouse to highlight or select which party(ies) are filing the affidavit. Click on
[Next].

IResponses and Replies
0:01cw00020 Osterberg v Parker

Select the filer.

~elect the Party:

Dsterberg, Wendy [Plaintiff]

Add/Create Mew Party
Farker, John [Defendant]

[exd | Clear i

5. Specify the PDF file name and location for the document to be filed.

|Respnnses and Replies
0:01cw00020 Osterberg v. Parker

=elect the pdf document (for example: CA199cw201-21 pdf).
Filename

I Browse. . |

Attachments to Document: & Mo © Yes

Nextl Clear |
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Note: It isimperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unable to retrieve and read your document from within ECF.

*= You must link the PDF document to the filing. Click on the [Browse] button.
ECF opens the following screen.

Look jn: Im Dresktop ;I %I I ﬁi I
E by Computer [ farms
’f} by Documents Cldec
'_!ﬂ M etwork, Meighborbiood CMarch 10
|1 Calendar 1 materials from others
A computer securty | Org-6 Manual
1 davis [ pam
|1 Flowacharts From kD 1 site wisit
KN i
File name: | Open |
Files of twpe: !,-’.'-.II Files [*.%) _vi Cancel I
i

= Navigate to the appropriate directory and file name to select the PDF
document you wish to file.

= Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click onthe highlighted file name to open aquick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. Y ou should view it to verify that it isthe correct
document.

File Upload

Laok jn: | ‘=3 PDF Files =l
" 00ce1 01 rotion f
i 101 mction Select
Pt I!
Bl Addto Zip
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Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closesthe File Upload screen and inserts the PDF file
name and location in the Responses and Replies screen.

If there are no attachments to the motion, click on [Next]. A new M otions
window opens. Go to Section 7, “M odifying Docket Text,” to proceed with your
filing.

If you have Attachments to your memorandum, you will select [Y es] on the screen
depicted above. Click on[Next] and proceed to thefirst step in Section 5, “ Adding
Attachmentsto Documents Being Filed”.

In the event you selected and highlighted afile that is not in PDF format, ECF will
display the following error mes&a?e after you click on the [Next] button.

Motions /
003cw00001 Weagner v, Ostefberg

EEEOE: Document 15 not a well-formed PDF document (ho further mformation 15 avalable).

Back I

ECF will not permit you to select afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Responses and Replies
screen. Select and highlight the PDF file of your pleading and proceed as before.

Failureto Sdlect A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecf-train.ned uscourts. gov - [JavaScript Application]

,.*"r! Mote: Y'ou have not selected a document,

If you click [OK] from the screen depicted above ECF will returnyou to the M otions
screen. 'Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your memorandum during the
previous step, a new Attachment screen appears.
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IResponses and Replies
0:01ev00020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contains attachment (for example: Clappends pdf).
Filename

I Browse... |

2 At your option, select a document type andfor enter a description.

Type Description
| =

31 Add the filename to the izt box below. If vou have more attachments, go back to)

Addto List I

Femowe from List |

Mext I

Click on [Browsg] to search for the document file name of the attachment.

Next to thefield for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed selection.

To describe the attachment more fully, click inthe Description box and type aclear
and concise description of the attachment.

Click on[Add to List].

ECF adds the selected document as an attachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additional attachment.
After adding al of the desired PDF documents as attachments, click on [Next].

When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 2MB in size, may be submitted in paper format. Filers should
submit arequest to the District Court for review of paper filings. Look in the ECF
procedural guide for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.
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6. Refer to an Existing Event?

Thiswindow allows thefiler to link the memorandum with other documents that have
been filed aready. A list of previously filed documents appears. Using the mouse, select
by clicking in the checkboxes provided, which documents you wish to link the
memorandum to. Click on [Next].

Responses and Replies
M0 00020 Ostarherg . Parir

Relaat the grarcprkale Sueksiil L wibal vour evart relaies:

l_ 022452004 4 EFFOFET AND FECOMBMENTDATICHN re [2] MIOTIOMN for Summary
Tudgmesit Hed bay Tobes Padcer Objections to AR doe by 252004, Sigred by
Jixlge Arthur T Bovlan on 0224904, (admin, )

- 03222004 7 MAOTION fee Discowery of Devumenis by John Fadoer, [Afomeyl, )

El Claar i

7. Modify docket text

Responses and Replies
001 eWI030 Citerberg v Partar

Discical Texr: Moalify as Apgiogiriaig.

TERA R AMDY T in Suppars re [ 7) BMOTION for Diseovery af Docasws | fled by Jofm
Parlcer Lﬁ.ﬁnnleyl, ]

i |

Click in the open text area to type additional text for the description of the pleading.
Click on the [Next] button.

8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a
previous screen, click the [Back] button on the web browser toolbar to find the screen
you wish to alter. Click on the [Next] button to file and docket the pleading.

responses and Replies
0:01cvD00Z0 Osterberg v Parker

Docket Text: Final Text
MEMORAMNDUM in Support re [7] MOTION for Discovery of Documents filed by John Parker. {Attorney1, )

ittention!! Pressing the WEXT button on this screen commits this transaction. You will have no further opportunity to
nodify this transaction if you continue.

Clear I
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Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have
no further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired
screen.

9. Notice of Electronic Filing

Responses and Replies
01 cyIDOAN Dsfprbeng v Farker
5, Dstract Court
Diistrict of Misnssata

Mitice of Electreqic Fileg

Ie Followang transachon was entered oo 3222004 at 129 BM C5T and fled an S04
Fase MNama: O sterbery v, Farker

Fae Fumber: 0:01-cy-20

Filer: Jebn Parkeer

Croeument Mumber: 11

Pocker Text:
MEMOEATDUM & Support e [T] BAOTIOM f2r Diseovery of Devuwedts Bed b Joba Padeer (Attarneyl, )

Mhe Colkowing doemeniis) see asaeciared with thie trmsecticn

Focoment de soriptios:1dxn Document

Drzgimal [lename:n'a

Electromie docunant Sramg:

STAMP deecfStanp TD=1031213216 [Date=3222004 ] [FleHumb=ar=T6190-07
W2RET3ENe0E1 1 1S nd ak Jatdd 1ea 1621l D 5B 22 18FM 1 2301 3T b adt pde 3 TEIELC 7
Ak da SAE2EA 1a0 132953 AR SEET 06  ak a5 Bk l] 1527 1ae 340 e 0E5] ]

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. Y ou should note this number on the document’s PDF file.

Select [Print] on the web browser toolbar to print the document receipt.

Select [File] on the web browser menu bar, and choose Save As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing represents your Certificate of Service. The
Court strongly urgesyouto copy it to afile on your computer hard-drive, printit, and
retain a hard copy in your personal files.

ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report aso displays the names and addresses of
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individuals who will not be electronically notified of thefiling. Itisthefiler’s
responsibility to serve hard copies of the pleading and the Notice of
Electronic Filing to attorneys and parties who are not set up for electronic
notification.

E-Mail Notification of Filed Documents

After apleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
one "free look” at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. Thefiler is permitted one free
look at the document to verify that the pleading was properly docketed. Pursuant to
guidelines set by the Administrative Office of the U.S. Courts, the free look is only
available for 15 days from the date of the filing. The Court strongly urges you to copy
the Notice of Electronic Filing and pleading documents to your hard-drive for future
access. Subsequent retrieval of the case docket sheet and pleading from ECF must be
made through your PACER account and is subject to regular PACER fees.

Note: Itistheresponsibility of filersto send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se partieswho haveindicated they do not have E-
mail accounts.

Certificate of Service

A Certificate of Serviceisrequired to be filed either at the time of the filing in ECF
and attached as a PDF attachment (an example is attached to the back of this manual)
or as aseparate filing in the Service of Process hyperlink located beneath the I nitial
Pleadings and Service menu option.
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Filing an Affidavit in Support of a Motion in Civil Cases
1. Select the type of document to file

Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying all of the events from which you may choose for your filing.
This section of the User's Manual describes the process for filing an Affidavit in
Support of aMotion in ECF. The processis similar for filing other pleadingsin
ECF.

Click on Supporting Documents and Responses, under M otions and Related
Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer

Back|

prompts that you entered an invalid case number, click on to re-enter.

When the case number is correct, click on i .

If multiple case numbers match with the one typed, another window appears
asking which case you wish to make the filing in.

In most screens a case number verification window appears. Thiswindow is
another opportunity for the filer to be reassured they are filing in the correct case.
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3. Select the type of Other Filing being filed.
From the drop-down list, choose affidavit in support of a motion. Click on [Next].

4. Selecting the Filer

Use the mouse to highlight or select which party(ies) are filing the affidavit. Click on
[Next].

IResponses and Replies
0:01cw00020 Osterberd v, Farker

Select the filer.
select the Party:

Osterberg, Wendy [Flaintif§] AddiCreate New Patty
Farker, John [Defendant]

[lexd | Clear i

5. Specify the PDF file name and location for the document to be filed.

|Respnnses and Replies
0:01cw00020 Osterberg v. Parker

=elect the pdf document (for example: CA199cw201-21 pdf).
Filename

I Browse. . |

Attachments to Document: & Mo © Yes

Nextl Clear |
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Note: It isimperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unableto retrieve and read your document from within ECF.

*= You must link the PDF document to the filing. Click on the [Browse] button.
ECF opens the following screen.

Look jn: Im Dresktop ;I %I I ﬁi I
E by Computer [ farms
’f} by Documents Cldec
'_!ﬂ M etwork, Meighborbiood CMarch 10
|1 Calendar 1 materials from others
A computer securty | Org-6 Manual
1 davis [ pam
|1 Flowacharts From kD 1 site wisit
KN i
File name: | Open |
Files of twpe: !,-’.'-.II Files [*.%) _vi Cancel I
i

= Navigate to the appropriate directory and file name to select the PDF
document you wish to file.

= Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click onthe highlighted file name to open aquick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. Y ou should view it to verify that it isthe correct
document.

File Upload

Laok jn: | ‘=3 PDF Files =l
" 00ce1 01 rotion f
i 101 mction Select
Pt I!
Bl Addto Zip
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Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closesthe File Upload screen and inserts the PDF file
name and location in the M otions screen.

If there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 7, “M odifying Docket Text,” to proceed with your
filing.

If you have Attachmentsto your answer, you will select [Y es] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 5, “Adding
Attachmentsto Documents Being Filed”.

In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error m%%?e after you click on the [Next] button.

Motions /
003cy00001 Weagner v, Ostefberg

EEEOE: Document 15 not a well-formed PDF document (ho further mformation 15 avalable).

Back I

ECF will not permit you to select afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Answers to Complaints
screen. Select and highlight the PDF file of your pleading and proceed as before.

Failureto Sdlect A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecf-train.ned uscourts. gov - [JavaScript Application]

If you click [OK] from the screen depicted above ECF will return you to the M otions
screen. 'Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, anew Attachment screen appears.
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IResponses and Replies
0:01ev00020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contains attachment (for example: Clappends pdf).
Filename

I Browse... |

2 At your option, select a document type andfor enter a description.

Type Description
| =

31 Add the filename to the izt box below. If vou have more attachments, go back to)

Addto List I

Femowe from List |

Mext I

Click on [Browsg] to search for the document file name of the attachment.

Next to thefield for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed selection.

To describe the attachment more fully, click inthe Description box and type aclear
and concise description of the attachment.

Click on[Add to List].

ECF adds the selected document as an attachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additional attachment.
After adding al of the desired PDF documents as attachments, click on [Next].

When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 2MB in size, may be submitted in paper format. Filers should
submit arequest to the District Court for review of paper filings. Look in the ECF
procedural guide for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.
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6. Name of Affiant

Thiswindow allows the filer to add the name of the person that signed the affidavit. Type
the information the text box provided. Click on [Next].

7. Refer to an Existing Event?
Thiswindow allows the filer to link the affidavit with other documents that have been

filed already. Click on the checkbox provided to select another document. Click on
[Next].

If this option was selected, alist of previoudly filed documents appears. Using the mouse,
select by clicking in the checkboxes provided, which documents you wish to link the
affidavit to. Click on [Next].

8. Modify docket text

Other Documents
60200029 Johnzon v, Hudleston

Docket Text: Modify as Appropriate.

AFFIDAVIT re [9] MOTION to Corupel Evidenee MOTION to Contivme hy Saral
Hudleston . (Attorneyl0, )

El Clear !

Click in the open text areato type additional text for the description of the pleading. Use
the drop-down boxesto assist in the clarifying text. Click on the [Next] button.

9. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a
previous screen, click the [Back] button on the web browser toolbar to find the screen
you wish to alter. Click on the [Next] button to file and docket the pleading.

lother Documents
5:03cv00029 Johnson v. Hudleston

Docket Text: Final Text
AFFIDAVIT re [9] MOTION to Compel Evidence MOTION to Continue by Sarah Hudleston. (Attorney10, )

Attention!! Pressing the NEXT hutton on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

[t | Clear |
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Note: The screen depicted above contains the following warning.
Pressing the NEXT button on this screen commitsthistransaction. You will have
no further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

prevl ous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired
screen.

10. Notice of Electronic Filing
[Hutiws of Elactroge: Fug

[The follrumg tranzachon was entered on 152004 2 316 AW C5T and fled on 310204
Casn Name: Jehwicn 7. Hedksston
Case Number: 1o

|Files: Sarih Hudenion
Dharement Mumbor 7
(Dnckot Text

[WTEWER o Complart with Sby Denand Frst THIRD PARTY COMFLATNT sgperet AR Blectomes by Sarsh Budeion (Anormey10. )
[The followmg documeni(s| am asponaed wih i Tamack

(Docwsent deseription: M Docurnd

Wiriznal flenama:n'a

[Electune: documeat Stasp:

[STAMD doteftamy, [D=1051215218 [Tati=3 152004 [Eibiusber=T3M0.0]

[0 TE R0k 1 TR 17 A PO BeE T B DA W b T ol 80 B T T c 204 EAAD

otfah e o G2 d et B et 1 St BB 1 O 94 Sl Ve TR 511 156 ])

:03-£v-29 [odee will ke dectroaically maded to:

attormey fnderccn  Erstne Wegrer@imod mrawts g,

puttormey 10 gend_riman | B usc oy gor

i 03-ev- 29 Tk will st he elecroniealy maded e

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. Y ou should note this number on the document’ s PDF file.

Select [Print] on the web browser toolbar to print the document receipt.

Select [Eile] on the web browser menu bar, and choose Save As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing represents your Certificate of Service. The
Court strongly urgesyou to copy it to afile on your computer hard-drive, printit, and
retain a hard copy in your persona files.

ECF will electronically transmit the Notice of Electronic Filing to the
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attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report aso displays the names and addresses of
individuals who will not be electronically notified of thefiling. Itisthefiler’s
responsibility to serve hard copies of the pleading and the Notice of
Electronic Filing to attorneys and parties who are not set up for electronic
notification.

E-Mail Notification of Filed Documents

After apleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
one "free look” at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. Thefiler is permitted one free
look at the document to verify that the pleading was properly docketed. Pursuant to
guidelines set by the Administrative Office of the U.S. Courts, the free ook is only
available for 15 days from the date of the filing. The Court strongly urges you to copy
the Notice of Electronic Filing and pleading documents to your hard-drive for future
access. Subsequent retrieval of the case docket sheet and pleading from ECF must be
made through your PACER account and is subject to regular PACER fees.

Note: Itistheresponsibility of filersto send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se partieswho haveindicated they do not have E-
mail accounts.

Certificate of Service

A Certificate of Serviceisrequired to be filed either at the time of the filing in ECF
and attached as a PDF attachment (an example is attached to the back of this manual)
or as aseparate filing in the Service of Process hyperlink located beneath the I nitial
Pleadings and Service menu option.
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Filing Exhibits in Civil Cases
1. Select the type of document to file

Select Civil_ from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying all of the events from which you may choose for your filing.
This section of the User's Manual describes the process for filing Exhibitsin ECF.
The processis similar for filing other pleadingsin ECF.

Click on Trial Documents, under Other Filings or Supporting Documents and
Responses, under M otions and Related Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer

2 |to re-enter.

prompts that you entered an invalid case number, click on

When the case number is correct, click on i .

If multiple case numbers match with the one typed, another window appears
asking which case you wish to make the filing in.

In most screens a case number verification window appears. Thiswindow is
another opportunity for the filer to be reassured they are filing in the correct case.
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3. Select the Docket Sub-type.
From the drop-down list, choose exhibits. Click on [Next].

4. Specify the PDF file name and location for the document to be filed.

Trial Documents
0:01cw00020 Osterberg v, Parker

Date document filed (mandatory)
3/18/2004

Select the pdf document (for example: CA19%cw301-21 pdf).

Filename

| Browse. . |

IAttachments to Document: ® 1o © Tes

(R[=Fes Cleatr |

Note: It isimperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unableto retrieve and read your document from within ECF.

= You must link the PDF document to the filing. Click on the [Browse] button.
ECF opens the following screen.
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Look jn: Im Desktop _:! %‘I ;F_l

E by Computer [ farms

‘f} by Documents Cldec

'_!ﬂ M etwork, Meighborbiood CMarch 10

|1 Calendar 1 materials from others

A computer securty | Org-6 Manual

1 davis [ pam

|1 Flawcharts fram MD [ site wisit

KN i

File name: I Open |
Files of twpe: i,-’.'-.ll Files [*.%) _vi Cancel I

o

= Navigate to the appropriate directory and file name to select the PDF
document you wish to file.

= Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click onthe highlighted file name to open aquick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. Y ou should view it to verify that it isthe correct

document.
File Upload
Laok jn: | ‘=3 PDF Files =l
' 00cy1 01 mation s

Select

Prirt I !

Bl Addto Zip

Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closesthe File Upload screen and inserts the PDF file
name and location in the Trial Documents screen.

If there are no attachments to the exhibits, click on [Next]. A new Trial
Documents window opens. Go to Section 6, “ Selecting the Filer,” to proceed
with your filing.

If you have Attachmentsto your answer, you will select [Y es] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 5, “Adding

Attachmentsto Documents Being Filed”.
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In the event you selected and highlighted afile that is not in PDF format, ECF will
display the following error m%%?e after you click on the [Next] button.

Trial Documents a/
0:01cyD0020 Osterberg v. Parker

EEE.CE: Document 15 not a well-formed PDF document (ho further mformation 15 avallable).

Back |

ECF will not permit you to select afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Trial Documents screen.
Select and highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecf-train.ned.uscourtzs.gov - [Java5cnpt Apphcation]

If you click [OK] from the screen depicted above ECF will return you to the Trial
Documents screen. Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, anew Attachment screen appears.
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Trial Documents
0:01ey00020 Osterberg v, Parker

Select one or more attachments.
1) Enter the pdf document that containg attachment (for example: Clappendiz pdf).
Filename

l Browse.., |

21 At your option, select a document type andfor enter a description.

Type Description
l [

30 Add the filename to the list box below. If wou have more attachments, go back to

Add to List |

Fermowe from List |

Click on [Browsg] to search for the document file name of the attachment.

Next to thefield for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed selection.

To describe the attachment more fully, click inthe Description box and type aclear
and concise description of the attachment.

Click on[Add to List].

ECF adds the selected document as an attachment to the pleading. A new

attachments screen opensto display the file name of the newly attached document.

Repeat the sequence for each additional attachment.

After adding all of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 2MB in size, may be submitted in paper format. Filers should
submit arequest to the District Court for review of paper filings. Look to the ECF
procedural guide for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.
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6. Selecting the Filer

Use the mouse to highlight or select which party(ies) are filing the exhibits. Click on
[Next].

Trial Documents
1 gy P

tHelect the filer.
Splect the Pariy:

Disharban Wianhy [Fl=inii] AddiCreate Mew Paty
Parkar. Jahn [Cedendarnd]
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7. Modify docket text
Trial Documents
D0 00020 Disterberg v, Parder

Docket Tewi: Medify as Appropriate.

EXHIEIT | by Jubm Parker .. (Attachments: # (1) Exbibit Tahs A-N6 (2) Exhibit Tahs [9-F)
{Atomeyl, §

Click in the open text areato type additional text for the description of the pleading. Use
the drop-down boxes to assist in the clarifying text. Click on the [Next] button.

8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a

previous screen, click the [Back] button on the web browser toolbar to find the screen
you wish to alter. Click on the [Next] button to file and docket the pleading.

Trial Documents
Q000 Oistarbarg v Parkar

[ e Tt Flinal Tizan
EXHIBIT by John Parker_ (Attachments: # (1) Exhibit Tabs A-M# 2) Exhibit Tabs N-2ZWAHomeyt. )

Attemizon!] Pressing the WEXT hetton en this serean comits this trassertion. ¥ow will have no forther oppestanity to
s dify this cransaemon f yeu contines.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. Y ou will have
no further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to
previous screens by:

clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired
screen.
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9. Notice of Electronic Filing

Criminal . Query . Reports

Trial Documents

0:01cv00020 Osterberg v, Parker

U.S. District Court
District of IMinnesota
MNotice of Electronic Filing

The following transaction was entered on 3/18/2004 at 0:06 AN CST and filed on 3/18/2004

Case Name: Osterberg v. Parlcer
Case Number: 0:01-cw-20
Filer: John Parker

Document Number: 10

[Docket Text:
[EXHIBIT by John Parker.. (Attachments: # (1) Exhibit Tabs A-1# (2) Exhibit Tabs M-Z)(Attorney1, )

[The following document(s) are associated with this transaction:

ocument description: Iain Document
Original filename:n/a

lectronic document Stamp:
[STAWP deecfStarny ID=1051215216 [Date=3/18/2004] [Flellunber=74710-0]
[404eb 35346 %bad 2856277 db40e8# fe264a6743be 105ba3dd76beac062f acc8d7 30

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. Y ou should note this number on the document’s PDF file.

Select [Print] on the web browser toolbar to print the document receipt.

Select [File] on the web browser menu bar, and choose Save As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filingisyour confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-
drive, print it, and retain a hard copy in your personal files.

ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report aso displays the names and addresses of
individuals who will not be electronically notified of the filing.

Note: Itisthefiler’sresponsibility to serve hard copies of the pleading and
the Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.
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E-Mail Notification of Filed Documents

After apleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
one "free look” at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. Thefiler is permitted one free
look at the document to verify that the pleading was properly docketed. Pursuant to
guidelines set by the Administrative Office of the U.S. Courts, the free ook is only
available for 15 days from the date of the filing. The Court strongly urges you to copy
the Notice of Electronic Filing and pleading documents to your hard-drive for future
access. Subsequent retrieval of the case docket sheet and pleading from ECF must be
made through your PACER account and is subject to regular PACER fees.

Certificate of Service

A Certificate of Serviceisrequired to be filed either at the time of the filing in ECF
and attached as a PDF attachment (an example is attached to the back of this manual)
or as aseparate filing in the Service of Process hyperlink located beneath the I nitial
Pleadings and Service menu option.
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Filing a Certificate of Service in Civil Cases
Certificates of service can either be filed as an attachment in ECF during afiling. If this
isdone, the filer must first find out ahead of time who will receive the filing by e-mail
and whom the filer must send hard copies to. This can be achieved by clicking on
UtilitiessMailings/Mailing Info for a Case. If the filer isfiling multiple events at the
same time, then a separate certificate of service can be filed and the steps are outline
below.

1. Select the type of document to file

Select Civil_from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying al of the events from which you may choose for your filing.
This section of the User's Manual describes the process for filing Certificates of
Servicein ECF. The processis similar for filing other pleadings in ECF.

Click on Initial Pleadings and Ser vices, under Service of Process.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer

Back|

prompts that you entered an invalid case number, click on to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears
asking which case you wish to make the filing in.

In most screens a case number verification window appears. Thiswindow is
another opportunity for the filer to be reassured they are filing in the correct case.
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3. Select the Docket Sub-type.
From the drop-down list, choose certificate of service. Click on [Next].

4. Specify the PDF file name and location for the document to be filed.

Service of Process:
00100020 Osterberg v, Parker

=elect the pdf document (for example: CA199%cw501-21 pdf).

Filename
Browse... |

Attachments to Document: & o O Tes

Mt | Clear |

Note: It isimperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unableto retrieve and read your document from within ECF.

=  You must link the PDF document to the filing. Click on the [Browse] button.
ECF opens the following screen.
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Look jn: Im Desktop _:! %‘I ;F_l

E by Computer [ farms

‘f} by Documents Cldec
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KN i

File name: I Open |
Files of twpe: i,-’.'-.ll Files [*.%) _vi Cancel I

o

= Navigate to the appropriate directory and file name to select the PDF
document you wish to file.

= Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click onthe highlighted file name to open aquick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. Y ou should view it to verify that it isthe correct

document.
File Upload
Laok jn: | ‘=3 PDF Files =l

{001 01 mation

Select

Prirt I !

Bl Addto Zip

Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closesthe File Upload screen and inserts the PDF file
name and location in the Service of Process screen.

If there are no attachments to the exhibits, click on [Next]. A new Service of
Process window opens. Go to Section 6, “ Selecting the Filer,” to proceed with
your filing.

If you have Attachmentsto your answer, you will select [Y es] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 5, “Adding

Attachmentsto Documents Being Filed”.
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In the event you selected and highlighted afile that is not in PDF format, ECF will
display the following error m%%?e after you click on the [Next] button.

Service of Process: a/
001 eyD0020 Osterberg v, Parker

EEEOE: Document i3 not a well-formed PDF document (no further information 12 avalable).

Back |

ECF will not permit you to select afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Service of Process screen.
Select and highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecf-train.ned.uscourtzs.gov - [Java5cnpt Apphcation]

If you click [OK] from the screen depicted above ECF will return you to the Trial
Documents screen. Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, anew Attachment screen appears.
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Service of Process:
0:01cy00020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contains attachment (for example: Clappendo pdD).
Filename

I Browse .. |

2 At your option, select a document type andfor enter a description.
Type Description

I ||

3y Add the flename to the lst bex below. If you have more attachments, go back to 5t

Acld to List I

Fermowve from List |

Click on [Browsg] to search for the document file name of the attachment.

Next to thefield for attachment Type, click onthe arrow and ECF opens apulldown
screen. Highlight the type of attachment from the displayed selection.

To describe the attachment more fully, click inthe Description box and type aclear
and concise description of the attachment.

Click on[Add to List].

ECF adds the selected document as an attachment to the pleading. A new

attachments screen opensto display the file name of the newly attached document.

Repeat the sequence for each additional attachment.

After adding all of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 2M B in size, may be submitted in paper format. Filers should
submit arequest to the District Court for review of paper filings. Look to the ECF
procedural guide for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

6. Selecting the Filer
Use the mouse to highlight or select which party(ies) are filing the certificate of service.
Click on [Next].
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Service of Process:
0:01ey00020 Csterberd v, Parker

Select the filer.
Select the Party:

Osterberg, Wendy [Flainti AddiCreate New Party

Farker, John [Defendant

M Clear |

7. Refer to an Existing Event?

Thiswindow allows thefiler to link the affidavit with other documents that have been
filed already. Click on the checkbox provided to select another document. Click on
[Next].

If this option was selected, alist of previoudly filed documents appears. Using the mouse,
select by clicking in the checkboxes provided, which documents you wish to link the
affidavit to. Click on [Next].

7. Modify docket text
ice of Process:
o pw ) 20 Catarberg v Parkar

Dmcioal Texl: Modify s Sppropsiate.
CERTIFICATE OF SERVICE by Jobn Pavicar re [8] MO TION ta Campel [ [Abtormeyl, b

Click in the open text areato type additional text for the description of the pleading. Use
the drop-down boxes to assist in the clarifying text. Click on the [Next] button.
8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a
previous screen, click the [Back] button on the web browser toolbar to find the screen
you wish to alter. Click on the [Next] button to file and docket the pleading.
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Eervice of Process:
.01 TN st herg v Pk

Deckart Taxt: Final Tost
CERTIFICATE OF SERVICE by John Parkes re [B) MOTION to Comgel (Altarneyt,

Artention!! Prassisg e NEXT hutes ea tds sereen cesssdts thes wassactes. Yo will kave no fenther spesnmunity
gy thix franssction if yem continue,

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. Y ou will have
no further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired
screen.

9. Notice of Electronic Filing

U.S. District Court
District of Minnesota
Matice of Electronic Filing

[he following transaction was entered on 3(18/2004 at 0:22 AN C3T and filed on 3718/2004

Fase Name: Osterberg v. Parleer
[Case Number: 0:01-cw-20
Filer: John Patleer

Pocument Number: 11

Docket Text:
CERTIFICATE CF SERVICE by John Parker re [8] MOTION to Compel {(Attorney], )

[he following document(s) are associated with this transaction:

Document description:Mfain Document

Driginal filename:nfa

Electronic document Stamp:

STAME deecfStamp ID=1051215216 [Date=3/18/2004] [FileMNumber=74713-0]
cE3885311f23c59104413c1c13e0f31e6 dbeded 6308602451854 28e0eee d0d4 9aaf39
pa2BedlebdbSdefef5h37d1d0f2aTasc6566b4c 1c1098cfh 822576450 dc]]

:01-cv-20 Notice will he electronically mailed to:

Lttorneyl  mnd traml@mnd uscourts. gow, ecfatterney 15000@yahoo.com

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. Y ou should note this number on the document’ s PDF file.
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Select [Print] on the web browser toolbar to print the document receipt.

Select [File] on the web browser menu bar, and choose Save As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filingisyour confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-
drive, print it, and retain a hard copy in your personal files.

ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report aso displays the names and addresses of
individuals who will not be electronically notified of the filing.

Note: Itisthefiler’sresponsibility to serve hard copies of the pleading and
the Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.

E-Mail Notification of Filed Documents

After apleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
one "free look” at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. Thefiler is permitted one free
look at the document to verify that the pleading was properly docketed. Pursuant to
guidelines set by the Administrative Office of the U.S. Courts, the free ook is only
available for 15 days from the date of the filing. The Court strongly urges you to copy
the Notice of Electronic Filing and pleading documents to your hard-drive for future
access. Subsequent retrieval of the case docket sheet and pleading from ECF must be
made through your PACER account and is subject to regular PACER fees.

Certificate of Service

A Certificate of Serviceisrequired to be filed either at the time of the filing in ECF
and attached as a PDF attachment (an example is attached to the back of this manual)
or as aseparate filing in the Service of Process hyperlink located beneath the I nitial
Pleadings and Service menu option.
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Linking Documents (Refer to existing event)

Some pleadings such as Briefs and Indexes should be “linked” to their related documents
in the case. When filing these and certain other types of documents you will be presented
with the following screen.

Other Documents

[T Refer to existing event(s)?

Mext I Clear I

An*“event” in CM/ECEF is anything that has been filed in acase. To link the document
you are currently filing to a previously filed document, check the box in front of “ Refer
to existing event(s)?” and click [Next].

Other Documents

Selact the categary to which your event ralates.

Type el
adr
ANswWer

appeal
appeal-cr
charge-cr

cja

crmp
detentian-cr
discoy i

Filed | to |

Documents ] to I

Mext I Clear |

This screen requires that you filter the list of documents in the case by the type of
document that you want to link to. Thetype list appears in aphabetical order. Document
typesin thislist are the same as the types listed in the main filing menu. For example, to
link to aBrief, you would choose the type “Oth_Doc” because Brief appearsin the “ Other
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Documents” section of the main menu. Y ou must choose atype on this screen. You also
have the option of entering filed dates or document numbers if you would like to further
narrow your search.

Once you select the type of document and click [Next] you are presented with alist of
documents that match your search criteria. For this example we have selected Motion as

the type.

Criminal Query

Other Documents

Select the apprapriate event{s) to whick your event relates.

W 0501/2002 2 MOTION for Preliminary Injunction by Attorney guestaty on behalf of Defendant
Bob Stoops (guestaty,

[T 05012002 3 MOTION for Estension of Tine by Attorney guestaty on behalf of Defendant Boh
Stoops (guestaty,

Mext l Cleat |

Click the checkbox for the document you wish to link to and click [Next].
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Query Feature

Registered participants should use thisfeature to query the Electronic Case Filing (ECF) system for
specific case information. To enter the Query mode, click on Query from the Blue menu bar of
ECF.

3 =
O Civil «+ Criminal - + Utilities +« Logout o_

ECF opens the PACER L ogin screen. You must enter your PACER login and password before
ECF permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. You
must have a PACER account in order to retrieve, view, and print certain documents.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted
below. If you know the number that the Court has assigned to the case, enter it in the Case Number
field and click on the [Run Query] button. ECF opens the query screen depicted on the next page.

EE F Civil + Criminal + Query + Reports + Utilities + Logout ?

Query

Search Clues
Case Mumber |IIIIII—1III1 (Examples: 99-600, 1:99cva00) Def Murmber I_

or search by

Filed Date | ta |
Last Entry Date I tnl
: 0 (zero) A
et S 110 {Insurance)
120 (Contract Marine) hd

ar search by

Last Mame I (Examples: Desota, Des™)

First Marme I Middle Mame
Type I 'i

Fun Query I Clearl

Y ou may query the ECF database by the name of a party or an attorney to the case. Enter the last
name of the party inthe appropriatefield. I1f morethan one person with that nameisin the database,
ECF returns ascreen from which to select the correct If you click on the name of the party, ECF will
open the query screen depicted aboveB. If theindividual isaparty to more than one case, ECF will
open ascreen listing all of the party’ s cases. Click on the case number hyperlink and ECF opensthe
guery screen depicted in above.
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Query . Reports . Utilities . Logout

Select A Person

There were 2 matching persons.

Jackson, Dawvid A (aty)
Jackson, Thomas Charles (aty)

After querying the database by case number, name, or nature of suit, ECF opensthe
Query window for the specific case you selected.

Y ou may also query acase by the nature of suit. Y ou must enter arange for either the
filed date or the last entry date in order for the query to run. To search for al cases of a
certain type, use the date 1/1/1970 as the "beginning of time." When you run the query,
if thereis more than one case that meet those criteria, you will get a screen similar to the
one above, but listing multiple case numbers.

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Datefiled: 07/02/2001 Date of last filing: 08/20/2001

Query
Alias
Associated Cases
Attorney
Case Summary
Deadline/Hearing
Docket Report
Filers
History/Documents

Party
Related Transactions

Status

At the top of the window, ECF displays the case number, parties to the case, presiding Judge, date
that the initial claim was filed, and date of last filing for the case. Y ou may choose specific case
information from alargelist of query options by clicking on the appropriate hyperlinked name onthe
screen. The following paragraphs describe several of the available case-specific query options.

Alias
Displays parties who have aliases.

Associated Cases - Displays any cases associated with the specified case. Click
on the number of an associated case to view its docket sheet.
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Attorney
Displays the names, addresses, and telephone numbers of the attorneys who represent
each of the parties to the case.

Case Summary
Provides a summary of current case-specific information as represented below.

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Datefiled: 07/02/2001 Date of last filing: 08/20/2001
Case Summary
Office: Washington, DC Filed: 07/02/2001
Jury Demand: Both Demand:
Nature of Suit: 442 Jurisdiction: Federa Question
Cause: 28:1983 Civil Rights Disposition:
County: Terminated:
Origin: 1 Reopened:
Lead Case: None
Related Case(s): None
Flags: JURY, TYPE-H
Party 1. WAYNE HARRELL (pla)
Party 2. DISTRICT OF COLUMBIA (DFT)
Atty: Ruth AnnLowery  Represents Party 1. pla Phone: (202) 789-6064
Fax: (202) 789-6190
E-mail: rlowery@bdlaw.com
Atty: David A. Jackson ~ Represents Party 2: dft Phone: (202) 724-6618

Deadlines/Hearings

Produces a screen that allows you to query the database by various means to obtain hearing
and other schedule deadlines. If you query as illustrated below, ECF opens the
Deadline/Hearings screen depicted on the next page.

Deadlines/Hearings

Sort by |Due/Set =] |Document Number B
Deadline/Hearing

l ;] Filed

‘Due/Set

l :j Satisfied

Terminated

Run Query I Clear |

After the window opens, if you click on a document number, ECF will display the actual
Scheduling Order for the conference or hearing.
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1-01-01465-JR HARRELL v. DISTRICT OF COLUNMBIA
James Eobettzon, presiding
Date filed: 07/02/2001 Date of last filing: 05/20/2001
Deadlines/Hearings
L pe; Deadline/Hearin Trvent DueiSet Satisfied | Terminated
No. 7 Filed
7 @ Tury Trial 0&20/2001 |07MNE2002
at 09:30 A
iz @ Final Pretrial Conference [08/20/2001 |08/27/2002
at 04:30 P
7 @ Status Conference 0&20/2001 |01ME2002
at 04:30 PII
@ Meet & Confer Hearing |07/31/2001 |08/08/2001 08082001
at 02:00 P
T @ Angwer due from DO |07/02/2001 (074232001 |08/06/2001

If you click on the button to the left of the Deadline/Hearing title, ECF will display the
docket information and related docketing entries for the hearing that you selected.

Docket Report
When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.

Criminal

Docket Sheet

Case number !99—7"'3'0

" Entered ka

Documents I to I

V¥ Include terminated parties
™ Inchude links to Motice of Electronic Filing
¥ Include Caption

Sort hy |Oldest date first L‘

Run Report | Clear |

You may select a date range for your docketing report as well as a range of docketing
numbers. If you leave the range fields blank, ECF will default to print the entire docketing
report. Place acheckmark in the box to Includelinksto Notice of Electronic Filingif you
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wish to view them from the docket sheet. After you have selected the parameters for your

report, click on the [Run Report] button. ECF will run your custom docketing report and
display it in awindow as depicted.

The document numbers in the middle column are hyperlinks to PDF files of the actual
documents. Place your pointer on the button next to the document number and click to
display the Electronic Notification Report for the document.

History/Documents

Thisselec eri esthe databasefor case event history and documents associated with the
case. After you click on the Histor y/Documents hyperlink, ECF opens the screen depicted

in. Y ou may select the sort order for the query report and choose to exhibit all eventsor only
those with documents attached. ECF also offers you the option to display the docket text in
the report.

EEC F Ciwil . Query . Reports . utilities

History/Documents

dl= All events (history)

’  Only events with documents

“b‘

Display docket text

After making your selections, click on the [Run Query] button. ECF queries the database
and buildsyour report. The screen capture above, depictsaportion of aHistory/Documents
report. Thisparticular report listsall of the events and documents associated with the casein
reverse chronological order. It also displays the docketing text for all docketed events.

CM/ECF User’'s Manual (June 1, 2004) 83 Minnesota District Court




1-11-011465-TJR HAREELL v DISTRICT OF COLTMMELA
James Eobertson, presidng
Trate: Fileds 070001 Diate of Taat flima: QR2EN]

History
Doc. Ftoe Frivate Iype Drocket
s Drates Dascription Evant Subtype | FatlD
& )Mm‘.* OB 32001 Dfeet and Zeafer Stabemen e |1 4
I L. LR 02001 e st R
Liockel TR MEET AN CONFER. STATEMENT. (Lowery, Eul)
T | Pk DEE2001 (Schedding Cyder oyt 345
Enidred: OB E02001 eche

Lokt Tend: 5 0HELULING ER Finad pretrad cordersnce et foe GEVZ002 at 430 Fh; ooy trial set for 74802002 at 230 AM; stabus conferenice et
Cizt TWESZ00Z 50430 P Signed by Jamiee Bobdrtaen on Suget 20, 2001, (T, )

T |Frkade DR 2200
Fratarad! OB Er2a0l et

Lieker Temds S CHEDULITG QFEDER: Find pretrid o nee pet fot B 2002 ot 430 FI; jory trid set for TA002 at 730 AM: stabus cenferetice set
Ei IYBM2000E 430 M Signed by Judge James Robertscn o t20, 2007 (MT, )

- | Py DRIER200] Meer and Ceafer He

of ket Ex)

heannz k)
Featared; UE-‘E&_EQ".IL"[ ] ] mchrp
Lioeibes Tt Maurte Entry Beet and Confer Hearing beld o EE2001 before ames Eebertson in chambera. (Mat repoeted) (mip, 3
- |Frleal- 312001 |Caendar Enbry uhhty 17
Eaterad; oazaot calentry
Licket Text: Calendar Eriny, SetiBeset Heanngs: [deet and Confer Heanng set for 8803007 02:00 B fore Judee James Bobertsco m chembers {mip, )
- | Fidade L2001 {3 enBeeet Hoaring: utiliny 13

You may view a PDF file of actual documents by clicking on the document number in the
far-left column of the onscreen report.

Parties
Lists active and terminated parties and trustees. Current and previous attorneys for each
party/trustee are also shown.

Filers
Lists all filers associated with the case. To view documentsfiled by a particular party,
click on the filer name.

Filer screen: Displays all document numbers, event names and filing dates for the selected
filer. To view afiling, click on the document number. To view docket information and
related docket entries, click on the ball next to the event name.

Docket Information and Related Docket Entries screen: Displays the filed and entered
dates, the name of the person who entered the document, the document event name(s) and
the full docket text for the selected document and any directly related document(s).

Related Transactions
Liststransactions that are related to those you specify on this screen.
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Filed Enter adate range. The default of blank will list all documents.
Documents |Enter a document number range. The default of blank will list all documents.
Select the document type from the drop-down list. The default of blank will

Document Type list all documents.
Document Enter the document subtype. The default of blank will list all documents.
subtype
'Pending |Select this option to include pending documents.
Terminated 'Select this option to include terminated documents.

The transactions can be sorted by: filed date, entered date, or document
Sort by number.
Include open Check this box if you want to include open excludables in clock
excludables calculations.

Check this box if excludable delays for any co-defendant should affect all
defendants. If not checked, only a defendant's own excludable delays affect
his clocks.

Include co-defendant
excludables

Reports Feature

The Reports feature of ECF provides the user with several report options. After selecting the
Reports feature from the Blue menu bar, ECFopens the Repor ts screen depicted below.

Reports
Calendar-Events
Cases Filed
Docket Sheet
Reports
Doclet Sheet Civil Reports Criminal Reports Civil and Criminal Reports
Civil Caszes Criminal Cases Doclet Actraty
Local BEeports Tudoment Tndex
Mew Cazez Svystem

If you select Cases Filed or Docket Sheet hyperlink, ECF will ask you to login to PACER. You
may view Court Calendar Events for a case without logging into PACER.
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Docket Sheet
Click on the Docket Sheet hyperlink and ECF opens the PACER login screen.

Enter your PACER login and password. Click on the [L ogin] button and ECF will open
the Docket Sheet report query window depicted below.

Criminal

Docket Sheet

Case number !99—7"'3'0

" Entered ka

Documents I to !

V¥ Include terminated parties
™ Inchude links to Motice of Electronic Filing
¥ Include Caption

Sort hy |Oldest date first ;i

Run Report | Clear |

Thisisthe same query window that ECF displayed when you selected Docket Report from
the Query feature). Enter the case number for your docket sheet in the Case Number field.
Select parameters for the remainder of the data entry fields and click on the [Run Report]
button. ECF will display afull docket sheet for the case you selected. Seethe Query feature
section of this manual for a depiction of a partial docket sheet report. If you do not need a
complete docket sheet, you can narrow the query using the date filed/entered fields. ECF
also offers various sorting options from the Docket Sheet query screen.
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Civil Cases Report

The Civil Casesreport provides you with the flexibility to query the ECF databaseto locate
cases electronically filed within a specific date range, or by Nature of Suit and Cause Code.

View When you click on the Civil Cases hyperlink, ECF displaysaquery screen as depicted here.
just Civil Cases Report
cases Office =] Case : —j LHF—; Cause
Dbl == Chal = o cu |1 (zero) - #25E = T

on TP =] L Mizc=llansaus hd| - i1 1Eﬂe[lgls-llra.nl:ai | e (EnLE | I'Iz[rkliﬂﬂﬂ;ﬂfﬂé
Appea Filad 1171577004 ta [79,723/2004
I " i o [ Dpen cases

[Terminal digit(s) Tl " Cloged cases

[Bart by [ Caga Huvbar =] =1 =]

[Onstpart Format % Farmatted Display
" Ihata Only

Fun Fiepoed ] Clany |

Note: If you are not logged into PACER, ECF will display the PACER login screen.
Login to PACER and ECF will open the Civil Cases Report screen.

Enter therange of casefiling datesfor your report and select aNature of Suit or Cause Code,
if you wish to narrow your search. If youleaveall fieldsblank, ECF will display areport for
all cases opened in ECF. This picture depicts part of areport of all casesfiled in ECF at the
U.S. District Court from 9/23/2002 to 10/23/2002.

Civil Cases Report
Version 1 — 1.5, District Court of Nebruskn
Filed Report Perlod: 0925202 - 1252002

Caze Mumber' Dsirn Trsge Clowesd' | Daye

Hespened’ oiey
Thike Addsd Racbeand  Pondisg

A 02 ce ST Pt = (0002 3000 £3 ] Tauser 281343 Viokation of Ol Fights
Pnderson ot ol v. Gale PO Coal Bighes Veting

Ciows 4 Lincok

Preser: Richard G Kopf

Frlrrral: Dand L. Fiesher
e Flone
A0 -pe-0FEEE Falpal- A2 H2002 51 s 2822 M Pattion for Wit of Habaar Copos [Traie)
Lupan v. Eemney N Habeme Corpus (Geperall
e 4 Lincok
Presder: Lile E. Srom
Rgrrals Rathlesn A Jandrers
Jury desurma s Mlore
Casr Slags: HABEAS
402 e OGS Pt = 1902 55002 £3] Cages 267401 [RE: Tas Lishday
EA v Weallay NS T
Cffire: 4 Lincoln
Fragder: Bichaed G Eopf
Frlrermd: Dand L. Fuesher
iy g Flone
02 e (50 i 0902 462000 £ Causer 42 2000 Tob Discrmnation (Enployment)
Meorm v Loeoin PO Cpal Baghts Oiber
w4 Lincoln
Promder: Warran E. Trbom
Frdrrral: Dand L. Puesher
<y ahessr s Plaeendf

The far-left column of the Cases Filed report contains hyperlinked case numbers. 1f you
click on a particular case number, ECF opens the Docket Sheet report window from
which you can retrieve the docket sheet for the selected case. Follow the instructionsin
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the previous section for a Docket Sheet report.

Judgment Index Report

The Judgment Index Report shows information about selected judgments, including
whom the judgment was for and against and the date, amount, interest rate, and court
costs for each judgment. The report may be generated by case number, party name, or
date range.

New Case Report

The new cases report issimilar to what is available on the U.S. District Court’ s external
website. Thisisachronological sorted list of the newest cases opened with the District
Court, District of Minnesota

Docket Activity Report

Filers can obtain alist of al filings made using their login and password to ECF for a
specific time period. The report can be run for al cases (a nice option for quality control)
or for a specific case.

Utilities Feature

The Utilitiesfeature providesthe meansfor registered usersto maintain their account in ECF and to
view all of their ECF transactions.

Ttihties

Your Account MMiscellaneous
ECFE Logn Lecal Eesearch .
Iamtain Your Account Iladligs. .

Wiew Y our Transaction Log

Chanee Chent Code Venty a Document
Chanee Your PACEE. Loon

Eewmew Biline History

show PACEE Account
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Your Account

Thissection of the Utilitiesfeature providesyou the capability to maintain certain aspects of
your ECF account with the Court and to view alog of al your transactions within ECF.

ECF Login
Allowsthefiler to log out of the ECF system and prompts you for a new login and

password.
Click

Maintain Your Account
Click on the Maintain _Your Account hyperlink to open the Maintain User
Account information screen.

Aamtain User Account

Last name |wES| First name |
Middle name I Generation I
Title | Type crt

Office |Uill E. Shorc

Address 1 ITechical Writer

Address 2 |
Address 3 [Room 2301
City | State [ z [ ]

Country I— County I—;,
Phone |[iz0z) 354-3297 Fax |
BarId Bar status
Initials DORE AO code End date

Emaill infarmation. .. | More user infarmatiaon. . |

Submit | Clearl

This screen displays all of the registration information that is contained within the
ECF database for your account with the Court. Thisincludes Bar Identification
and Bar status.
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Clicking on the [E-mail infor mation] button opens the following screen.

E-mail information for wes

Primary e-mail address william shortfded.uscourts.gov =
| 2

Send the notices specified helow
¥ to my primary e-mail address

™ to these additional addresses

B

[

¥ Send notices in cases in which I am involved

" Send notices in these additional cases _.I

H
 Send a notice for each filing
 Send a Daily Summary Report

: & htmnl format for Netscape or ISP e-mail service
Format notices

¢ text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen I Clear |

ECF will E-mail to parties their Notices of Electronic Filing based upon the
information entered in thisscreen. Perform thefollowing stepsto enter additional e-
mail addresses for individuals that you wish ECF to notify regarding new case
pleadings and documents.

From the screen depicted above, enter acheck mark by clicking on the box to the
left of the line, which reads “to these additional addresses”.

Enter the email addresses of those individuals you wish to notify concerning
ECF activity. Enter up to two additional e-mail addresses you wish to aso
receive notification of case activity (both e-mail addresses will also receive one
free look at the documents). Separate the addr esses with a comma.

E-musil mlaresatios for kristine m sesgnes
Frisary o-moll addlioss [Friscios_eons chnmd . uscoucs s . g =

Beml ihe pmbres specifzed belee-
e my pramesy someil sdidoees

 im thanm xdditions] addmanms d::":-_r-:-;-u:- :.-:;._:_.a.-...-n. A s L T - A, B B MG R T j
LE ) nElges o amses inowhbe b T oaon Bevebeed
LT irers m il we meldiensd cases =l
=l

# Send n netico for oach Alisg

™ Hend o Draily Susumay Fapot
ot moslens Dol Tersar For Tetscage s T5F eomadl sorvice

 wpn Foornoiet Tor ocsBefodl, TeoapWieso, stbor o el serviee

P i o C00 T DOra ey Chags
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Enter additional case numbersyou wish to receive e-mail notification on. Usea
commato separate the entries.

Stipulate the format of the ECF notices by selecting your choice from the bottom
of the screen.

If you wish to enter completely new information about your account, use the
[Clear] button to clear the fields on this screen.

After updating your account information, click on the [Return to Account screen]
button to return to your Maintain User Account screen

To edit or view login information about your account, select the button labeled M ore
user information, fromtheMaintain User Account screen. ECF opensthe screen
depicted below.

—
More User Information for wes

Login |shortw Lastlogin 08-31-2001 11:03
Password [resesssrans Current login  02-04-2001 11:.03
Prid 2231 Create date 08/02/2001

Registered IY_LI Update date 08/16/2001

Groups Cuality Control

Return to Account screen | Clear |

This screen displays user login information and provides the means to change your
ECF password. Noticethat ECF displaysastring of asterisksin the Password field.
To change your ECF password, place your cursor in the Passwor d field and delete
the asterisks. Type in your new password. (Remember passwords are case
sensitive.) ECF displays the actual characters of your new password as you type.
When you have completed your interface with ECF from this screen, click on the
[Return to Account screen] button to reopen the Maintain User Account screen.
When you are satisfied that all of your account information is accurate and up-to-
date, click on the [Submit] button at the bottom of the Maintain User Account
screen to submit your changes to ECF. ECF will notify you onscreen that your
updates were accepted. If you changed passwords, you may begin using the new
password during your next ECF session.

View Your Transaction Log

From the Utilities screen, click on the[View your Transaction L og] button. ECF
opens a screen with two fields for entering the Date Selection Criteria for a
Transaction Log Report. Enter the date range for your report and click on the
[Submit] button. ECF displays areport of all your transactions in ECF within the
date range you specified for Date Selection Criteria. For a sample transaction log
report ook below.
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Use this feature of ECF to review your transactions and to verify that:

Tl Trate

3212 0EE00] 154554

3326 OREN200] 1144012
3330 0BEW200L 120151

3331 oBERR00 120513

3335 0EEN200] 142352

3334 OBEN2001 143043

3337 OREw000 154955

3R OREWA0] 161842

3335 0EE22001 101515

3431 OWI200L 142126
33T DI04 1T

Case Nanmber

014011

074011
014011

114011

01-4011

014011

14011

07-4011

014011

Total Fumker of Transactioms: 11

Transartdon Lag
Heport Perioad: ORI6/2001 - 09042001
Text

First MO TIOH for Permanent Inmachon by AFLENE ACEERMAI. Eesgponees due by 3042001, Feplies dus by
A0 (Anechmests #¢1) Eshobit Test Dorumenchwes, |

Furst WOTIOM for Prelenmary Inpoction te ARLEWE ACKEEWMAN. Bespontes due by 25003001, Beples due by
SIENE0L. [ures, )

FESPOMSE in Cppéatien e [2] Hed by DEMAITRIA RICE, (wes, |

CEDEF. temporardy gravmng Monen for Prclimnary Inunchen (2] Metson veferred 1o foakdl. Pigned by Judes
sulivan emmett 2 oa D280 (wes,

FEEPOMEE te Metion re [2] Prekisinary Irumetion Bled by DEMITRIA RICE. [Attachmerts: # (1) Fatibi Eabibils
are bemng beld in the Clerk's affice in paper farmatyiaes, )

REZFOITSE to Mebon ve [1] Permagaent iginiiod fled by AELENE ACEEFRMAM. (Attackoents: # (1] Exhiti
exhibas wre bewg held v the Clerk's office in paperi(wes, |

Zecond MOTIOM fior Brelmmary Inpmction By piatel iff for defeedort fo cosme ard deset the aecignment of
Fhrirbiff i cofelferna dity by ARLEME A CEERMAN. Responses due by 83152007 Beples doe by 87312001
(wes, )

JOOTIOH for Prelenoary Tnpaction Jo cecss and demsd (Fow aragimg plasili e work as o cofelens sombor by
TEMITELA EICE Eegoaness due by 25 12001 Eeples doe by 8F 12001 (wes, )

Seand MOTIOH for Prelmmany Inpncticn Sz comse avd deast Ve asspnmont of slmaliff i cafeteris momifar by
TEMITELL FICE Eesponses due by 2102001 Bephes due by 31405007, (e, )

Tpdated perech recard: wes Pad 2231
Tpdatad neerrecard shome 2231

all of the transactions you entered are reflected in the Transaction Log

no unauthorized individuals have entered transactions into ECF using your
login name and password.

View Your Transaction Log
From the Utilities screen, click on the [Change Y our PACER Login] link. ECF
brings you to the PACER login window.

Change Client Code
This feature allows the PACER hilling client code to change to a different code.

Change PACER Login
Attorneys and filers can use this option to switch between more than one PACER

accounts.

Show PACER Account
Brings filers back to the login screen.

Miscellaneous

ECF provides three miscellaneous functions within the Utilities feature of the

system.

Legal Research — currently does not provide any additional tools.
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Mailings— To verify if someone is being served by ECF or not, click on the
Mailingslink.

1. Choose Mailing Info for acase.

2. Type the case number you wish to research and click on the Submit button.
3. Listed should be the names and etc. of those that are receiving service from
ECF and those that need hard copies sent to them.

Verify a Document - Opens aquery screen and enter datain the screen fields to
locate a particular document attached to a specific case number.

Logout
After you have completed al of your transactions for a particular session in ECF, you should exit
from the system.

EECF Civil +» Query +  Reports +  Ltilities

Click on the L ogout hyperlink from the ECF Blue menu bar. ECF will log you out of the system
and return you to the ECF login screen as depicted earlier this manual.

Additional Information Regarding ECF

Sealed Documents

Continueto file sealed documents at the District Court Clerk’ s officein accordance with the
existing practices and procedures for conventiona filing.
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Certificate of Service Sample

INTHE UNITED STATESDISTRICT COURT
FOR THE DISTRICT OF MINNESOTA

CERTIFICATE OF SERVICE

| hereby certify that on (date), | caused the following documents:

to befiled electronically with the Clerk of Court through ECF, and that ECF will
send an e-notice of the electronic filing to the following:

| further certify that | caused a copy of the foregoing documents and the notice of
electronic filing to be mailed by first class mail, postage paid, to the following
non-ECF participants:

Dated: , 20 g Attorney’s Name
Attorney’s Typed Name
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Civil Menu for Attorney Users

Civil Menu for Attorney Users

Page 1 of 7

Civil Events
Initial Pleadings and Service

Other Initiating Documents
Amended Complaint (cmp-amdcmp)
Amended Counterclaim (cmp-amdcount)
Amended Crossclaim (cmp-amdcross)
Amended Third Party Complaint (cmp-amd3cmp)
Counterclaim (cmp-counter)
Crossclaim (cmp-cross)
Intervenor Complaint (cmp-intvemp)
Third Party Complaint (cmp-3rdcmp)
Writ of Mandamus (motion-mand)

Service of Process
Acknowledgment of Service (service-acksvc)
Affidavit of Service (service-affsvc)
Certificate of Service (service-certsvc)
Request for Waiver of Service (service-reqwv)
Return of Service Executed (service-rosxc)
Return of Service Unexecuted (service-rosuxc)
Service by Publication (service-svcpub)
Summons Returned Executed (service-smxc)
Summons Returned Executed as to USA (service-smxcfed)
Summons Returned Unexecuted (service-smuxc)
Waiver of Service Executed (service-wvxc)
Waiver of Service Unexecuted (service-wvuxc)

Answer to Amended Complaint (answer-ansamd)

Answer to Amended Counterclaim (answer-ansamdc)

Answer to Amended Crossclaim (answer-ansamdcr)

Answer to Amended Third Party Complaint (answer-ansamd3)
Answer to Application for Writ of Garnishment (answer-applwrit)
Answer to Complaint (answer-ans)

Answer to Crossclaim (answer-anscrclm)

Answer to Intervenor Complaint (answer-ansintvc)

Answer to Notice of Condemnation (answer-ntccondm)
Answer to Petition to Enforce IRS Summons (answer-enfrcirs)
Answer to Third Party Complaint (answer-ans3cmp)

Reply to Counterclaim (answer-anscclm)

Response to Habeas Petition (answer-respp)

Other Answers
Amended Answer to Complaint (respoth-amdans)
Answer to Complaint (Notice of Removal) (respoth-ntcrem)
Answer to Writ of Garnishment (respoth-writgar)
Claim (respoth-clm)
Disclaimer (respoth-claim)

https://ecf.mnd.circ8.dcn/cgi-bin/MN-menu.pl

Answer to Complaints - Selection depends on previously filed documents.
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Civil Menu for Attorney Users

Withdrawal of Claim (respoth-wdclm)
Motions

Motions
Alter Judgment (motion-altjgm)
Amend/Correct (motion-amdcorr)
Appeal In Forma Pauperis (motion-applifp)
Appear (motion-appear)
Appoint Counsel (motion-apptcnsl)
Appoint Custodian (motion-apptcust)
Appoint Expert (motion-apptexp)
Appoint Guardian/Attorney ad Litem (motion-apptadli)
Appoint Receiver (motion-apptrecv)
Approve Consent Judgment (motion-consjgm)
Associate Attorney (motion-ascatty)
Attorney Fees (motion-attyfee)
Bifurcate (motion-bif)
Bill of Costs (motion-bcst)
Bond (motion-bnd)
Certificate of Appealability (motion-crtappl)
Certify Class (motion-certcla)
Change Venue (motion-chgven)
Compel (motion-comp)
Consolidate Cases (motion-consol)
Continue (motion-cont)
Declaration of Mistrial (motion-mistrl)
Declaratory Judgment (motion-dj)
Default Judgment (motion-dfltjgm)
Deposit Funds (motion-depfnd)
Directed Verdict (motion-dirv)
Disbursement of Funds (motion-disbfnd)
Disclosure (motion-dcl)
Discovery (motion-disc)
Dismiss (motion-dism)
Dismiss/Lack of Jurisdiction (motion-dismlj)
Dismiss/Lack of Prosecution (motion-dismpros)
Disqualify Counsel (motion-dsqcnsl)
Disqualify Judge (motion-disqjud)
Disqualify Juror (motion-disqjur)
Enforce Judgment (motion-enfrcjgm)
Entry of Default (motion-dflt)
Entry of Judgment (motion-jdgentry)
Exclude (motion-excl)
Expedite (motion-exp)
Extend (motion-extend)
Extension of Time to Amend (motion-extamd)
Extension of Time to Complete Discovery (motion-extdisc)
Extension of Time to File Answer (motion-extans)
Extension of Time to File Document (motion-extfil)

https://ecf.mnd.circ8.dcn/cgi-bin/MN-menu.pl

Page 2 of 7

04/04/2005



Civil Menu for Attorney Users

Extension of Time to File Response/Reply (motion-extres)
File Excess Pages (motion-excess)

For Contempt (motion-forcon)

For Judgment (motion-forjgm)

For Order (motion-order)

Forfeiture of Property (motion-forprop)
Hearing (motion-hrg)

In Limine (motion-inlim)

Intervene (motion-intv)

Issuance of Warrant in rem (motion-inrem)
Joinder (motion-join)

Judgment Debtor Exam (motion-jgmdbxm)
Judgment NOV (motion-jgmnov)

Judgment as a Matter of Law (motion-jgmlaw)
Judgment of Forfeiture (motion-jgmfor)
Judgment on Partial Findings (motion-jgmpart)
Judgment on the Pleadings (motion-jgmpl)
Judgment under Rule 54(b) (motion-jgmr54)
Leave to Appeal (motion-lvapp)

Leave to File Document (motion-filedoc)
Letters Rogatory (motion-letrog)
Miscellaneous Relief (motion-miscrel)

More Definite Statement (motion-defst)
New Trial (motion-newtrl)

Order of Sale (motion-osale)

Partial Summary Judgment (motion-psumjgm)
Permanent Injunction (motion-perminj)
Preliminary Injunction (motion-prelinj)

Pro Hac Vice (motion-phv)

Proceed In Forma Pauperis (motion-ifp)
Produce (motion-prod)

Protective Order (motion-proto)

Quash (motion-q)

Reassign Case (motion-reasgn)
Reconsideration (motion-recon)

Recusal (motion-recus)

Release of Bond Obligation (motion-rlsbnd)
Release of Funds (motion-rlsfnd)

Remand (motion-rmd)

Reopen Case (motion-ropncs)

Return of Property (motion-rtnprop)
Sanctions (motion-sanc)

Seal (motion-seal)

Seal Case (motion-sealcs)

Seal Document (motion-sealdoc)

Service by Publication (motion-publ)

Set Aside (motion-sa)

Set Aside Default (motion-sadflt)

Set Aside Forfeiture (motion-safor)

Set Aside Judgment (motion-sajgm)

https://ecf.mnd.circ8.dcn/cgi-bin/MN-menu.pl
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Set Aside Verdict (motion-sav)

Settlement (motion-stlmt)

Sever (motion-sv)

Show Cause (motion-show)

Stay (motion-stay)

Strike (motion-str)

Substitute Attorney (motion-substatt)
Substitute Party (motion-substpty)
Summary Judgment (motion-sumjgm)
Take Deposition (motion-depo)

Taxation of Costs (motion-taxcst)
Temporary Restraining Order (motion-tro)
Transfer (motion-trans)

Unseal Case (motion-unscs)

Unseal Document (motion-unsdoc)
Vacate (motion-vac)

Withdraw (motion-wd)

Withdraw Reference (motion-wdref)
Withdraw as Attorney (motion-wdatty)
Writ (motion-writ)

Writ of Garnishment (motion-writgar)
Writ of Habeas Corpus ad prosequendum (motion-hcap)
Writ of Habeas Corpus ad testificandum (motion-hcat)
Writ of Mandamus (motion-mand)

Supporting Documents and Responses
Affidavit in Opposition to Motion (respm-affopp)
Affidavit in Support of Motion (respm-affsupp)
Brief (respm-brief)
Declaration in Opposition (respm-declopp)
Declaration in Support (respm-declsupp)
Exhibit (trial-exh)
Markman Brief (respm-mrkbrief)
Memorandum (respm-cvmem)
Memorandum in Opposition to Motion (respm-memopp)
Memorandum in Support of Motion (respm-memsupp)
Objection (respm-obj)
Reply (respm-replygen)
Reply to Response to Motion (respm-reply)
Response (respm-response)
Response in Opposition to Motion (respm-respopp)
Response in Support of Motion (respm-respsupp)

Other Filings

ADR Documents
Consent to Arbitration (adr-consarbX)
Consent to Mediation (adr-consmed)
Objection to Report of Arbitrator/Mediator (adr-objrpt)
Request for Trial De Novo (adr-rqtrldnX)
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Discovery Documents
Answer to Interrogatories (discov-ansint)
Deposition (discov-depo)
Disclosure of Expert Witnesses (discov-disclwit)
Disclosures (discov-discl)
Interrogatories Propounded (discov-interrog)
Notice to Take Deposition (discov-ntcdepo)
Report of Rule 26(f) Planning Meeting (misc-rptmtg)
Request for Admissions (discov-reqadm)
Request for Production of Documents (discov-reqprod)
Response to Discovery Request (discov-respdisc)

Notices
Amended Notice of Hearing on Motion (notice-amhrg)
Hearing Notice - Markman Hearing (notice-markhrg)
Notice (Other) (notice-other)
Notice of Acceptance with Offer of Judgment (notice-offjgm)
Notice of Appearance (notice-apr)
Notice of Application for Writ (notice-appwrit)
Notice of Attorney Appearance/Substitution (notice-attyapr)
Notice of Change of Address (notice-addr)
Notice of Filing Bankruptcy (notice-ntctbk)
Notice of Filing Petition for Certiorari (notice-ntcpc)
Notice of Hearing on Motion (notice-mhrg)
Notice of Lis Pendens (notice-lispend)
Notice of Settlement (notice-stimtX)
Notice of Voluntary Dismissal (notice-voldismX)
Notice of Withdrawal from Case (notice-wthdrcs)

Trial Documents
Agreement for Jury Verdict (trial-agrv)
Exhibit (trial-exh)
Exhibit List (trial-exhlst)
List of Deposition Testimony (trial-deptest)
Proposed Exhibit List (trial-pexh)
Proposed Findings of Fact (trial-proft)
Proposed Jury Instructions (trial-projyin)
Proposed Special Verdict Form (trial-prospvrd)
Proposed Voir Dire (trial-provdir)
Proposed Witness List (trial-pwitlst)
Trial Brief (trial-trlbr)
Witness List (trial-witlst)

Appeal Documents
Appeal Transcript Request (appeal-tnreq)
Appeal of Magistrate Judge Decision to District Court (motion-magapp)
Appellants Brief (appeal-bkabr)
Appellants Reply Brief (appeal-bkrbr)
Appellees Brief (appeal-bkebr)
Appendix (appeal-appendix)
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Designation of Record on Appeal (appeal-dsgroa)
Notice of Appeal to 8th Circuit (appeal-ntcapp)
Notice of Cross Appeal (appeal-crsapp)

Notice of Interlocutory Appeal (appeal-iapp)
Subsequent Notice of Appeal (appeal-sapp)

Other Documents
Administrative record (misc-admrec)
Affidavit (misc-aff)
Affidavit in Opposition (respoth-affopp)
Affidavit in Support (respoth-affsupp)
Amended Document (NOT Motion) (misc-amddoc)
Amicus Curiae Appearance (misc-amicus)
Appendix (misc-appendix)
Application for Entry of Default (motion-appentdf)
Application for Writ (misc-appwrit)
Application to File Conventionally (motion-applfic)
Assignment of Judgment (misc-assgnjdg)
Bill of Costs (misc-bcst)
Brief (respm-brief)
Certificate of Counsel (notice-crtcnsl)
Confession of Judgment (misc-conjdg)
Declaration (misc-decl)
Errata (misc-errata)
Exhibit (trial-exh)
Financial Affidavit (misc-finaff)
Financial Affidavit - CJA 23 (misc-cja23)
Interpleader (misc-intpl)
Joint Consent to proceed before Magistrate before 8th Circuit (misc-conmag8c)
Jury Demand (misc-jydmd)
Letter re: withdrawal of motion (misc-letwd)
Letter to Clerk's Office (misc-clklettr)
Letter to District Judge (misc-letd))
Letter to Magistrate Judge (misc-letmj)
Objection To Discovery Ruling (respm-objdisc)
Objection re: Authenticity of Electronically Filed Document (misc-objauth)
Objection to Bill of Costs (misc-bocobyj)
Objection to Report and Recommendations (respoth-objrr)
Objections to Answer to Writ (misc-objansw)
Partial Satisfaction of Judgment (misc-ptsatjgm)
Pretrial Memorandum (misc-ptmem)
Redacted Document (misc-redact)
Report (misc-rpt)
Request (misc-request)
Response to Order to Show Cause (misc-resposc)
Rule 7.1 - Disclosure Statement (discov-rul71)
Satisfaction of Judgment (misc-satjgm)
Settlement Agreement (misc-setagrX)
Special Master Report (misc-spmrpt)
Statement of Case (misc-stmtcs)
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Status Report (misc-statrpt)

Stipulation (misc-stip)

Stipulation of Dismissal (misc-stipdisX)
Suggestion of Bankruptcy (misc-sugbk)
Suggestion of Death (misc-sugdth)
Supplement (misc-supp)

Transcript Request (misc-tnreq)
Traverse (PPro_se-traverse)

Social Security

Social Security Answers
Answer to Social Security complaint (ssanswer-ssans)

Social Security
Return of service of Social Security complaint (soc_sec-retsvc)
Social Security Transcript Remark (soc_sec-tnrmk)
Social Security brief by defendant (soc_sec-dftbr)
Social Security brief by plaintiff (soc_sec-plabr)
Social Security notice (soc_sec-ssntc)
Social Security reply brief by plaintiff (soc_sec-plarbr)
Submission of administrative record (soc_sec-subr)
Supplemental Social Security transcript (soc_sec-suptn)
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